MINNESOTA STATE COLLEGES AND UNIVERSITIES               
MINNESOTA STATE UNIVERSITY MOORHEAD


	Employee Name: SAMPLE
	Position Control Number (PCN): Click here to enter text.

	Department/Division: Click here to enter text.
	Classification Title: Office and Administrative Specialist - Intermediate

	Prepared By:	Click here to enter text.
	Working Title: Office Manager

	FLSA Status: 
☒Non-Exempt 
[bookmark: Check3]☐Exempt: ☐Executive ☐ Professional ☐ Administrative
	Position Status: 
☒Full-time ☐Part-time ☐Intermittent ☐Temporary
Percent if not full-time:   Click here to enter text.%

	Date Prepared/Updated: Click to enter a date.

	This position description accurately 
reflects my current job.

	This position description accurately 
reflects the employee's current job.


	*Double click signature line to sign electronically*




POSITION PURPOSE 
The position is responsible for providing essential administrative support including but not limited to managing budgets, data collection and organization, purchasing, marketing, and event planning for the departments of Criminal Justice, Psychology and Social Work. 

RESPONSIBILITIES 

1. Responsibility #1: 
Performing reception and administrative support for the Departments of Criminal Justice, Psychology and Social Work, serving as the initial contact for students, visitors, guest speakers and vendors where it is important to provide a welcoming environment demonstrating strong customer service skills. Key to this position is the ability to function independently while completing tasks punctually, accurately, and grammatically correct.  Office duties include but are not limited to answering phones and emails, performing clerical duties such as copying, scanning, filing, maintaining databases, keeping the office clean and organized as well as stocked with office supplies, greeting students and visitors while providing directions on campus, taking minutes at weekly program meetings for distribution to committee members, assistance with expense report preparation and travel documents.  
Result: The office will run efficiently providing superior service to faculty, staff, students, and visitors.

Priority: Essential		Percentage of Time: 40%

2. Responsibility #2: 
Maintaining 18 budgets by tracking & documenting expenditures using Market Place for purchase orders and contracts and following the appropriate guidelines while using the state issued credit card will ensure that MinnState and University policies and procedures are observed.  Faculty IFO accounts are reconciled, and purchases tracked.  Contracts will be executed promptly when required.  Performing duties in compliance with grant requirements and coordinating compliance with business services as required.  Providing updates to the program directors on a monthly basis to ensure budgets are met.   Provide administrative and financial processing support for Child Welfare Scholars.   Results: Department Chairs are informed of budget balances and budget usage is tracked providing spending details and supporting documentation per state regulations.

Priority: Essential		Percentage of Time: 20%

3. Responsibility #3: 
Technical aspects of this position include database management, entering courses via MinnState’s Curriculum Management System, reserving facilities via Event Management System, monitoring software and equipment to ensure updates are completed regularly, submitting work orders to Facilities Management and Information Technology Services.  
Results: Courses will be entered as deadlines require.  Maintenance issues will be resolved promptly.  Rooms will be reserved as needed.

Priority: Essential		Percentage of Time: 15%

4. Responsibility #4: 
Participate in admission to the program process, tracking applicants, ensuring the application are complete and informing students of the results to ensure the process meets accreditations standards.  Maintain student files throughout their tenure.  Assist with the Practitioner Advisory Council. Compile program statistics with Institutional Research as requested by the Council on Social Work Education (CSWE).  During accreditation site visits, assemble the three-volume self-study, ensuring a digital version is delivered to CSWE and three copies are made for the department.  During site visit assist with travel arrangements for site visitors, schedule meetings, compile documents as requested.  
Result: Students are informed of the admission process and results.  Accreditation requirements are documented, and site visit arrangements proceed efficiently.

Priority: Essential		Percentage of Time: 15%

5. Responsibility #5: 
Hiring, training and supervising student workers, developing schedules and establishing workload by assigning duties to the student workers and evaluating their performance.  Office integrity and confidentiality is maintained among staff and student employees, ensuring that all work is performed accurately and characterized by the first-rate quality of materials produced.  
Result: Student workers will be hired and retained building on their knowledge and enhancing their experience as student of Minnesota State University Moorhead. 

Priority: Essential		Percentage of Time: 10%

Priority: Essential=if responsibility is reason job exists, is a highly specialized task or one that requires special education or training licensure, requires a great % of time, has a high level of accountability (consequences are considerable to others or the institution if failure to perform), the responsibility is essential; Secondary=if not essential, then responsibility is secondary; Discretion (optional): A-Employee investigates situations, makes decisions, takes appropriate action reports by exception and through normal review processes; B=…reports to supervisor immediately after action is taken; C=…makes decisions with supervisor….reports to supervisor immediately after action is taken; D=Employee discusses situations with supervisor before investigation, makes decisions with supervisor, takes appropriate action, and reports to supervisor immediately after action is taken.






KNOWLEDGES, SKILLS, AND ABILITIES 

Minimum Qualifications (expected to have to enter job)
BA/BS [in specific field as warranted] with at least 2 years of experience or a combination of related education and work experience to equal 6 years.
Written and oral communication skills sufficient to prepare messages and materials for diverse audiences and clearly explain, discuss, and present complex ideas, regulations, policies and/or procedures
Ability to lead and motivate others to achieve objectives.
Ability to analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals.
Experience managing and prioritizing multiple tasks and work both independently and as part of a team.
Evidence of establishing and interpreting policies, procedures and principles relative to highly sensitive and complex issues

Preferred Qualifications (desired but not expected to have to enter job)
Master’s degree [in specific field as warranted]
Demonstrated ability in working with diverse populations 
Knowledge of The Family Educational Rights and Privacy Act (FERPA) 
Demonstrate ability to persuade and negotiate decisions that affect multiple stakeholders 

RELATIONSHIPS

This Position Reports to (provide class title, not person’s name): 	
Dean


Supervises (classification title; FTE; # in position; note if providing work direction only) 
Provides work direction for: the hiring, training, supervising, work assignments and termination of work-study and/or regular payroll students during the academic year.

Internal and External Clientele and Purpose of Contact (the most significant job-related contacts)
This position must exhibit intercultural competency and be able to gather and share information and influence and motivate students, staff and community members from diverse and varied backgrounds. The incumbent will gather and share information with staff, faculty counselors, administrators and student workers throughout the university to support each student’s success. This position will especially work closely with other Student Services staff, communicating information and making recommendations regarding students’ needs. The incumbent will develop, maintain and influence relationships with other community support agencies, educational facilities, and individuals in order to meet the varied needs of students while completing their academic programs.

PROBLEM SOLVING 
(most difficult types of problems to resolve and consequence of error/non-resolution)

Incumbent must have strong problem-solving skills and be able to manage time effectively, recognize and respond appropriately to issues, make daily operational decisions, as appropriate.  This position requires self-direction and motivation due to the amount of time the incumbent is alone in the office.  Respect of confidentiality and professionalism when interacting with student workers is key to the successful operation of the office.


FREEDOM TO ACT 

Budget ($ authority and/or type of impact on budget, i.e., signatory, manage, monitor, recommend)

Under guidance from directors, reconcile and monitor student employee salary, supply, events and equipment budgets for the Criminal Justice, Psychology and Social Work Programs.  Keeps department chairs informed of spending the cash flow.  Works in concert with Business Services on transfers of funds and other financial matters.

Decision(s) Position Makes and Decision(s) Referred to Higher Authority
The incumbent has the autonomy to make most decisions without the direct supervisor approval. The incumbent must be able to carry out the duties and responsibilities within the areas specified as primary responsibilities of the position and problem solving with limited supervision. They are expected to demonstrate sound judgment communicate regularly with their supervisor to provide a status related to work priorities. When decisions impact other departments, those groups will be consulted, and decisions will be made in collaboration.
Examples of decisions made by this position would include;
Decisions referred to higher authority or others would include;
This description is intended to indicate the kinds of tasks and level of work difficulty required of the position. It is not intended to limit or modify the right of any supervisor to assign, direct and control the work of employees under his/her supervision. The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar level of difficulty.
Minnesota State Colleges and Universities is an EO/AA/Vet/Disability employer/educator committed to the principles of diversity.
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