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Section 1: Identifying Information

	Position Title: Administrative Coordinator
	Date Prepared: 

	Department: 
	Job Family: 

	Position Reports to: Administrative Manager
	Grade:  8            FLSA Status:        Non-Exempt   



Section 2: Position Purpose

Describe the primary functions and purpose of this position.  Please note that this section (Position Purpose) and Section 6: Job Qualifications and Competencies will be used for the job posting and advertisements.

The Administrative Coordinator provides executive assistance to the senior leadership team and provides general administrative support for the department. This includes high-level, direct support with calendar management, event planning and management, operating budget monitoring and analysis, and liaising with internal offices. The incumbent is relied upon to research, analyze and resolve issues that arise to make effective use of the management team’s time. The Coordinator is also responsible for high level administrative support.  The incumbent manages the calendars, coordinates appointments with large groups and individual students. Additional responsibilities include providing meeting and event support, inventory management supporting maintenance and tracking of informational assets, assisting students and staff onboarding process, and assisting with financial and grant functions.

Section 3: Major Responsibilities

List 3 to 6 major responsibilities, functions and/or activities; provide related supporting actions to describe how the work will be accomplished; and estimate the percentage of time for the responsibility. Please arrange in descending order by percentage time. 
1. Major Responsibility:  Executive Assistance   25 %

Supporting Actions: 
· Proactively manages calendars.
· Communicates with guests, makes room reservations, orders food, requests audio visual equipment, publicizes events, and maintains web resources.
· Works with internal department to support event logistics.
· Coordinate and organize logistics for student programs.
· Triage students’ requests for counseling/advising appointments as needed.
· Communicate with relevant faculty, students, and senior administrators regarding highly sensitive student information.
· Oversee the coordination of high-level activities including logistics. 
· Provide administrative support to various committee meetings. 
· Ensure meeting participants are prepared for meetings so that meetings are efficient and
productive; attends meetings, takes and distributes minutes, generates action item lists, and follows up to ensure that agreed upon actions are taken.
· Review and process incoming correspondence using discretion and independent judgement to determine what can be handled by the Administrative Manager and what should be routed to the leadership team.
· Assist with travel arrangements as needed.
2. Major Responsibility:  Financial and Grant Support   25%

Supporting Actions: 
· Organize account information, maintain electronic and print files, and create custom reports and documentation as requested by the Administrative Manager and leadership team.

· Manage financial processes related to student groups and services. 

· Process reimbursements and honoraria for guests.

· Point of contact for outside vendors. Maintain vendor billing records.

· Maintain high-level knowledge of Brown’s Workday Financial system.

· Initiate and process IPRs, POs, supplier invoices, student travel expense reports, and Professional Service Agreements.

· Coordinate programs with the Administrative Manager.

· Coordinate reimbursement processes for student travel to professional conferences.

· Enter expense reports and reimbursements into Workday for faculty.

· Assist with setting up grants in Coeus and soliciting grant materials.

3. Major Responsibility:  Office Coordination    25%

Supporting Actions:
· Work with the Administrative Manager to ensure that the office is running efficiently. 

· Order office supplies.

· Maintain email distribution lists.

· Manage and track informational assets.

· Assist with onboarding faculty, staff, and trainee.

· Coordinate training and serves as an initial point of contact for guests. 
4. Major Responsibility:  Academic and other administrative support      25%

Supporting Actions:
· Develop and manage web content; Update and monitor related webpages monthly.
· Support faculty in providing oversight of student interest group budget management, program planning, and event management, as well as providing high-level policy guidance and event support. 

· Meet regularly or communicate with the leadership team to oversee budget and program planning, student reimbursements and funding allocation processes. 

Section 4: Decisions Position is Free to Make
Describe the authority held by the position by listing 1 to 2 examples of decisions that the position is free to make and explain the decisions that depend on the position’s advice.
Decisions free to make
· Routine office tasks such as ordering supplies and managing reimbursements
· Determining which issues can be resolved independently and what will need the attention of the Administrative Manager 
Decisions dependent on position’s input

· Scheduling of meetings and events

· Budget expenditures

Section 5: Dimensions

List quantitative measures that define the size and scope of the position (for example, the number of students counseled, the number of faculty and/or staff supported, the number of employees supervised, the number of events planned, the size of budget managed).
The Administrative Coordinator will directly support the leadership team of x individuals, work with x-x faculty, support xx undergraduate and xx graduate.   The incumbent will support the planning and execution of x-x university wide events per year. Relationship building with a growing and diverse group of individuals and institutions will define the scope of this position.
Section 6: Job Qualifications and Competencies

Job Qualifications 
Indicate the minimum required and preferred education and years of experience. Include any required licenses or certificates.
Education and experience
· Associates degree plus at least 3 years of administrative experience, or equivalent combination of skills and experience.

· Experience in a university setting, preferred.

Job Competencies

Indicate the essential job competencies. Competencies are required knowledge, skills and abilities necessary to perform the job successfully. 
· Excellent communication skills
· Excellent analytical skills
· Customer-focused, customer service oriented
· Excellent attention to detail
· Experience with event planning and scheduling
· Works independently and uses judgment and discretion
· Ability to be flexible in a constantly shifting environment with tight deadlines and high volume of activity
· Excellent administrative and organization skills 
· Initiative and ability to work independently and as a member of a team
· Ability to multi-task and prioritize workload
· Proficient in Microsoft and Google platforms
· This position requires a strong commitment to promoting diversity
Section 7:  Physical Demands and Working Conditions
Please use the following checklist to identify general physical demands and working conditions.  Additional specific physical demands and working conditions required to perform the job should be added. Also indicate any information that would be helpful in understanding any unusual or hazardous conditions associated with performing the position, or specific work schedule information.
	 General Physical Demands
	Lift/Carry/Push/Pull
	Use of Chemicals

	☐ Requires ability to read
	☐ Typically less than 10 pounds
	☐ Limited exposure to chemicals

	☐ Must remain in stationary position for long periods of time at desk or computer
	☐ Typically 10 to 20 pounds
	☐ Careful use of chemicals

	☐ Requires moving around campus
	☐ Typically 20 to 50 pounds
	☐ Use of highly toxic chemicals

	☐ Requires occasionally standing, sitting, walking; using hands to finger, handle, or feel objects, tools or controls; reaching with hands and arms; climbing stairs; hearing; talking
	☐ Typically more than 50 pounds
	

	☐ Requires frequently moving about inside the office to access printer, files, and other materials/equipment
	
	

	☐ Operates a computer and other office equipment
	
	

	☐ Some travel may be required
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