CALIFORNIA STATE UNIVERSITY, LONG BEACH

OFFICE OF STAFF PERSONNEL SERVICES
POSITION DESCRIPTION

Note:  A current and accurate position description is required for each staff position on campus, and must be on file in the Office of Staff Personnel Services.  The Position Description should be completed by the supervisor with the assistance of the incumbent.  After completion, the position description should be reviewed, signed and dated by the employee, the supervisor, the Administrative Services Manager, and appropriate administrator prior to submission to Staff Personnel.

DATE:

August 31, 2004

COLLEGE/DIVISION/DEPARTMENT:
Community Service Learning, Academic Affairs

Please check one:  NEW POSITION


EXISTING POSITION
X

CLASSIFICATION:  
Administrative Support Coordinator I

WORKING TITLE:  
Community Service Learning Administrative Coordinator

TIME BASE:

Full time

I. PURPOSE OF POSITION:  State the basic purpose of the position in one or two specific statements.

Coordinates and facilitates management of the Community Service-Learning Center while providing assistance to the Director, Associate Director, Community Partnership Coordinator and faculty.  Supervises student assistants and volunteers and works closely with the Community Partnership Coordinator.  Maintains continuity in facilitating transitions between Director, Associate Director, Community Partnership Coordinator, faculty, and students within the Community Service-Learning Center and with non-profit community agencies.

II. MAJOR RESPONSIBILITIES:  Clearly list the major responsibilities in descending order from the most important to the least important.  Indicate approximate percentage of time spent in each.   

III.  Administrative Duties 35%: 

· Assists Director, Associate Director, and faculty with planning and organizing for program development including workshops, seminars/conferences, grant applications, etc.

· Works with Community Partnership Coordinator and non-profit community agencies to negotiate volunteer placements for CSULB students.

· Other duties include designing flyers, preparing payment schedules and forms, and adaptation of assessment forms from assessment templates, and computing the assessment results.

· Incumbent will assist with the Center’s budget; maintains ledgers and monitors balances; and evaluates and processes routine expenditures.

· Supports faculty by promoting cooperation and gaining support and attendance for programs or goals when required.

· Creates and maintains a congenial atmosphere for “customers” in person or over the telephone in the Center.

· Guarantees that the Center is accessible, maintained, and supplied with the necessary equipment and materials for operation during operating hours.

· Provides administrative support for scheduling and providing workshops, seminars, and other events for faculty, staff and departments of the University.

· Provides information about the Center and use of the Center to all individuals who inquire.

· Responsible for design, production, development, and distribution of correspondence, flyers, agenda, etc. and directs distribution to all faculty, selected faculty and/or committee members, and staff with assistance of office help.

· Oversees the development, updating and maintenance of the Center’s records, files, accounts, and statistics.

· Decision Making/Problem Solving (scheduling, accounting, conflicts).

· Self-motivation and independence.

· One-on-one service with faculty, staff, students, and non-profit community agencies by telephone, in person, and via e-mail responses.

· Public Service, marketing, and publicity.

· Attending seminars and workshops to enhance job skills and qualifications.

Accounting Duties (35%)

Technology and Communications (20%)

Other Duties (10%)
CHANGES IN RESPONSIBILITIES:  What changes have occurred in the assigned duties and responsibilities since the position was filled or the last review.  Be specific.  If responsibilities have increased, which ones and in what way?  Were new duties added?  What did they replace?

Accounting Duties have increased due to the greater number of grants that have been received.  The Accounting function has become more complex and requires more time and effort.  Incumbent will be required to reconcile all department funds and generate reports.

IV. LIST OF TASKS OR DUTIES:  Use action verbs such as type, install, and receive to describe what is done, with or for whom the action is taken and purpose or outcome achieved.  This list should support the major responsibilities indicated in Section II.

Administrative Duties (35%)


Planning and Organizing Work

· Responsible for coordinating and supervising the work for office operations under a Director, Associate Director, and faculty on a day-to-day basis by developing, updating and maintaining department records, files, accounts, and statistics.

· Supervision through completion the work of student assistants who maintain Center’s event calendars and confirmations, photocopying, and collating materials for outgoing correspondence, invitations, cataloging articles, videos, cassettes and books for the Center’s libraries; flyers to the campus community for workshops and events.

· Supervision of students who assist/volunteer in the Center.

· Intercedes with problems or questions about services, inquiries, etc. from new and continuing faculty, from the Chancellor’s Office, other CSU system personnel, and inquiries from off-campus.

· Collects and maintains documents to create reports.

Maintenance and coordination of Center’s facilities

· Supervises student assistant(s), facilities use, and maintenance of the Center.  This includes scheduling, and maintenance of the Center before and after events, and periodically redefining priorities, policies, record keeping, and reports.

Decision Making/Problem Solving (scheduling, accounting, conflicts)

· Serves as liaison with facilities management, plant operations, purchasing, and Division Office to ensure that the Center’s mission is met.

· Develops, initiates, and investigates ideas and prices for new or effective use of campus resources for the Center that includes supplies, advertising, and award materials from on-campus and off-campus vendors.

· This position requires the ability to evaluate, plan, solve, and assist with budgetary needs for Center to include reports, personnel procedures and technological needs in consultation with Director.  The purchase and installation of computers, software, and maintenance requires being able to ascertain the problem, find the needed resources, and follow-through with the needed paperwork and arrangements for repair, installation, or loading/reloading of software, purchase of equipment, etc.

Self-motivation and independence

· Often the incumbent is the sole contact person because the Director, Associate Director, Community Partnership Coordinator and faculty fellows conduct and attend meetings, etc., out of the office thus requiring that many tasks be completed when they are unavailable.

· The nature of this position requires the ability to work independently and with faculty who have inquiries and problems; and assists with the Center’s general public service, office technology needs, general business communications, facilities, equipment maintenance, and general clerical duties.  This would require some independence and self-motivation.

Public Service, Marketing, and Publicity

· Makes necessary arrangements for the various activities:  meetings, lectures, seminars, large special events, and workshops hosted or scheduled by or in the Center and occasionally for off-campus events if co-hosting with other offices/departments/programs.

· The ability to initiate and investigate ideas for new or effective use of campus resources for the Center that includes supplies, advertising, and award materials from on-campus and off-campus vendors are requisite.

· The incumbent will be engaged in some work with community-based organizations on behalf of the program.

Accounting Duties (35%)

· Maintains databases and computer statistics for attendance, evaluations/assessments for workshops, reports, and grant submission.

· Under the direction of the ASM Assistant, incumbent maintains spreadsheet accounting for expenditure records and reports of the Center’s federal, state, foundation, instructionally related activities, and associated student body accounts.  Types of expenditures to include, but not limited to, reimbursements, petty cash fund, all travel associated with community-service learning, and OE&E and services, e.g. financial ledgers and records; personnel transaction forms; assigned time forms; casual worker forms; vouchers; and many others; and petty cash account.

· Monthly reconciliation of all department funds.

· Generates monthly reports for the Director.

· Monitors all expenditures and does all necessary follow up.

Technology, Communication, and Reports (20%)

· With the direction/and or requests of the Director, Associate Director, Faculty, and Workshop Presenters composes and designs correspondence, forms, charts, signs, invitations, reports, publicity, questionnaires, newsletters, and workshop materials.

· Desktop publishing skills preferred to include utilizing graphic software such as PageMaker for report generation as requested by the Director.

· Establishes, maintains, and supervises student assistant(s) and volunteers in maintaining the Center’s hard copy files of correspondence, library and resource materials, bulletins and procedures with clearly thought out organizational and filing skills.

· Maintain the Center’s website.  Knowledge of Dream weaver web design software.

· Establishes and maintains the computer files with knowledge of computer software programs and the Macintosh basic information on creating, organizing, backing-up files, and knowledge on maintenance of web pages is preferred.

· Acquisition of new software programs, use of the Macintosh system and the Windows operating system, use of CMS, Netscape, and E-Mail requires constant adaptation, periodic retraining and self-study to perform spreadsheet accounting, databases, and word-processing for the Center.

Typical examples of reports include workshop attendance, attendees’ names, departments, and telephones; workshop history and annotation; faculty distribution lists in various formats; Center’s library of books, articles, periodicals, and audio-visual collection; list of conferences, seminars, and workshops, calls for proposals, grants, and special awards for on and off-campus faculty might inquire about; and calendars and statistics for Center’s committees, department chairs, e-mail groups, and voice mail groups.

· In general, writing and word-processing general requests for information about Center activities and acknowledgements to external center, departments, administrators, faculty, and staff will be created and edited/approved by the Director or designee.

Other Duties (10%)

· Maintains Center’s calendars, including Director’s appointments.

· Supervises the photocopying and distribution of the Center’s outgoing correspondence, invitations, articles for the Center’s library, flyers for workshops to the faculty community for each year’s workshops and events.

· Supervises the inventories, orders, and expedition of all supplies and equipment for the Center.

· Follows up on orders not received, prepares and tracks travel expense claims, maintains record of Center’s expenditures for supplies, consultant work, printing, travel, etc.; requisitions and publications for the Center’s library.

· Prepares duplicating and facilities management work orders for the Center.  This function requires good organizational skills, knowledge of University forms, policies, and procedures for purchasing, and services available on campus.

· Maintains Center’s history for the year to be included in proposals and Year-end Report.

· Handles receptionist and telephone duties; relays messages and instructions from supervisor to professors, administrators, staff, Chancellor’s Office, and other CSU system personnel.

· Other duties as assigned by the Director or Associate Director for the Community-Service Learning Center.

V. SUPERVISION OF OTHERS:  List of individuals that incumbent trains and supervises.  Indicate name, title, hours per week, and type of supervision.

Name


Class Title


Hrs/Week
Type of Supervision









Direct          General
To Be Named

Student Assistant(s)

10-20

Direct

To Be Named

Student Volunteer(s)

10

VI. PURPOSE AND NATURE OF WORK RELATIONSHIP:  Describe your most important and frequent working relationships with people on and off campus (other than supervisor or those supervised).

Name



Purpose




Frequency

Director


Administrative/Clerical support


Daily

Associate Director

Administrative/Clerical support


Daily

Faculty Fellows


Clerical support




As needed

Purchasing Office

Purchasing OE&E



As needed

Forty-Niner Shops

Purchasing & Arranging food service

As needed

Academic Scheduling

Facilities reservations



As needed

Chargeback Service

Duplicating, Supplies



As needed

Academic Affairs

Special Events & Financial accounting

As needed

Shipping and Receiving

Expedite OE&E orders



As needed

Learning Resources

Arranging AV Services



As needed

University Television

Arrange for Video Services


As needed

Learning Assistance Center
Workshops and events



As needed

VII. REQUIREMENTS OF POSITION:

A. If applicable, list certificates, licenses or education required.

College degree and related work experience preferred; 4 years experience or equivalent.

B. List additional skills, knowledge, and abilities required for this position and tell why it is required.  Relate this requirement to the major responsibilities.

· Management and organization skills (operation of Center).

· Ability to research, analyze, and interpret data and make recommendations (administrative support to Director, Associate Director, and Community Partnership Coordinator).

· Ability to deal simultaneously with multiple tasks.

· Accounting as related to maintaining databases and spreadsheets and reporting on Center’s activities.  Including ability to generate and understand budgets, allocations and grant accounting.

· Public relations as related to planning and preparing for events, workshops, newsletters, and advertising for Center and campus awareness of Center’s activities.

· Logistics as related to on-campus and off-campus services, departments in relationship to arrangements and purchasing for meetings, lectures, seminars, large special events, and workshops, and for inquiries for services by telephone.

· Communication as related to correspondence, public relations, telephone, and receptionist duties, and interaction with faculty and staff.

· Writing and proofreading (same as above).

· Working knowledge of computer programs and basic information as related to all of these items.

· Working knowledge of CMS, E-Mail, Netscape Communicator, Netscape Calendaring, and Internet.

· Knowledge of campus policies and procedures.

· Knowledge of web page programs preferred.

· Some campus experience preferred.

· Prior work experience with community-based organizations desired.

· Knowledge of Dream weaver software for Web design is desirable.

C. List machines, tools, equipment and motor vehicles used in the performance of duties.

· Working knowledge of PC and Macintosh computers.

· Laser printers.

· Photocopiers.

· Working knowledge of word processing, spreadsheet, publishing, calendaring, electronic mail, CMS, and internet.

· Telephone communication via distribution lists.

VIII. SPECIAL WORKING CONDITIONS 

See Attachment A.

SIGNATURE:  (Signature indicates position description is an accurate and correct       statement of duties and responsibilities assigned to position).


Incumbent






Date  


Supervisor






Date


Administrative Services Manager



Date


Appropriate Administrator




Date
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