
COLLEGE OF CENTRAL FLORIDA 

JOB DESCRIPTION

JOB TITLE:
ADMINISTRATIVE ASSISTANT - CITRUS CAMPUS

PAY GRADE:
C-7
OVERTIME STATUS:
NON EXEMPT

MAJOR RESPONSIBILITY:

Responsible office management work overseeing various programs and projects, assisting in the various positions as needed, assisting with the coordination and marketing of college programs and events, assisting in Citrus campus purchasing needs.

PREREQUISITES FOR POSITION (Qualification Standards):

1. Education or training: High School diploma or equivalent required.  Prefer secretarial or office management training beyond secondary school level. 
2.
Years of experience in field: Three years of experience in an office setting required.  

3.
Special skills or abilities related to position: Knowledge of basic office procedures.  Knowledge of college policies, rules and regulations.  Knowledge of hiring procedures and other human resources guidelines.  Ability to manage a large staff.  Positive human relations skills.  General office skills.  Problem-solving skills.  Management skills.  Office machine skills.  Knowledge of the various programs and services offered by a community college.  Knowledge of the use and applications of modern data processing.  Ability to establish and maintain effective working relationships with employees and the public.  Proficiency in verbal and written communication skills.

ESSENTIAL JOB FUNCTIONS:
1. Shares responsibility for majority of purchasing activities.

2. Handles phone calls, takes messages, and troubleshoots problems.
3. Oversees volunteer assistance, assign duties.
4. Coordinates Institute for Community Advancement activities.

5. Prepares weekly campus activity updates for marketing & Public Relations.

6. Ensures printed forms and marketing materials for all programs are current.

7. Coordinates Citrus request for Office of Professional Development offerings.

8. Coordinates Citrus webpage reviews and updates.

9. Coordinates Campus Advisory Committee activities.

10. Approves and maintains postings, signage, and electronic marquee messages.

11. Assists with special projects and other campus events as needed.
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(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment. 

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.) 

PRIMARY LOCATION OF JOB:
Citrus Campus 
SUPERVISOR OF POSITION:

Campus Vice President - Citrus
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