
Alderson Broaddus University 

College of Health, Science, Technology, & Mathematics 

 Administrative Assistant: Kemper- Redd 

 

Position Overview: Assist the Dean of the College of Health, Science, Technology, 

& Mathematics (HSTM) with administrative and business details.  Also 

coordinates, prioritizes, and performs secretarial services for the College of 

HSTM faculty and additional adjunct faculty.   

 

Essential Responsibilities and Duties:  

1. Coordinates with support staff of other colleges, committees and with 

outside agencies/organizations to arrange schedules, appointments, and 

business of the Dean for the College of HSTM. 

2. Maintains confidentiality. Uses discretion and tact in handling 

confidential communications. Routes incoming mail for all HSTM 

faculty and adjuncts. 

3. Enters data on ICE (student grades, registration, purchase orders, etc.) 

4. Reads and routes incoming mail for the Dean. Locates and attaches 

appropriate file (if applicable) to correspondence to be answered by 

the Dean. 

5. Composes and types routine correspondence. Prepares 

outgoing mail and correspondence, including e-mail and faxes. 

Prepares briefing materials. 

6. Makes copies of correspondence or other printed materials and 

distributes to appropriate faculty and adjunct faculty. 

7. Types, collates, and prepares all syllabi, tests, quizzes, and handouts for 

the HSTM courses. 

8. Uses creativity to design bulletin boards, covers for reports, syllabi 

and programs for special occasions. 

9. Organizes and maintains file system, files correspondence and other 

records including exams and essential papers for the College of HSTM. 

10. Answers and screens telephone calls for the Dean. 

11. With courteous professionalism greets and problem-solves with 

students and visitors and routes to appropriate area or person. 

12. Coordinates classroom assignments for dedicated HSTM classroom and 

lab rooms for HSTM faculty and students requiring a classroom for 

meetings or projects. 

13. Prepares agendas, types and files meeting minutes for monthly 

meetings, whether department, special committees, or Ad Hoc. 

14. Reserves and prepares meeting rooms and arranges for materials needed. 

15. Receives HSTM students and responds to their requests. Assists 



students with copying, faxes, etc. 

16. Creates and maintains administrative and academic calendars for the 

College of HSTM. 

17. Plans and organizes within time constraints, tasks and 

assignments for HSTM faculty. 

18. Notifies the faculty of changes in schedules (rooms/school 

closings/maintenance issues). 

19. Notifies Dean of absences of faculty. 

20. Conducts reviews of the literature, compiles and types statistical 

reports. Maintains multiple data bases. 

21. Maintains professional office environment. 

22. Maintains efficient and effective office operation. Demonstrates 

flexibility in attitude toward changes in work assignments and in 

policies and procedures. 

23. Organizes and maintains student files. 

24. Assists in organizing and clean up for special events (cookouts, interview days, 

orientation day, etc.) 

25. Supervises work study students. 

26. Processes requests for paper, toner, office supplies and other items needed 

for offices. 

27. Processes work orders for special concerns regarding moving furniture, 

broken items, housekeeping concerns, AC units, telephones, computers, 

overhead projectors, etc. 

28. Orders and maintains office supplies and arranges for office equipment 
maintenance. 

29. Compiles data to form summary of questionnaires and evaluations for 

faculty, classes and agencies. 

30. Maintains and organizes access to keys to the building and various 

offices, labs, and rooms in Kemper-Redd Hall 

31. Other duties as assigned 

 
Qualifications: To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily. The requirements 

listed below are representative of the knowledge, skills, and/or 

ability required. Good organizational skills required. Must be able 

to perform tasks without supervision. 

 

Education and/or Experience: Bachelor's degree (BA) or four years related 

experience and/or training; or equivalent combination of education 

and experience. Computer proficient in WORD, EXCEL, POWER 

POINT, PUBLISHER, and OFFICE 2010 or above. 

 

 

 

 

Language Skills:  Ability to read, analyze, and interpret general business 
 



correspondence and technical procedures related to office 

equipment. Must have the ability to write reports, business 

correspondence, and procedures for this position. 

 

Must have the ability to effectively present information and 

respond to questions from faculty, staff, students and the 

general public. 

 

Mathematical 

Skills: 

 

 

Reasoning Ability: 

 

 

 

 

 

 

Physical Demands: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Work 

Environment: 

Must have the ability to calculate figures and 

amounts and use a calculator. 

 

Must possess the ability to solve practical problems and 

deal with a variety of concrete variables in situations 

where only limited standardization exists (e.g. a 

student concern resolution) in the absence of a given 

faculty member. Ability to interpret a variety of 

instructions furnished in written, oral, diagram or 

schedule form. 

 

The physical demands described here are representative 

of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with 

disabilities to perform the essential functions. While 

performing the duties of this job, the employee is 

regularly required to use hands to finger, handle, or feel; 

reach with hands and arms; and talk and hear. The 

employee frequently is required to walk and sit. The 

employee is occasionally required to stand. The employee 

must frequently lift and/or move up to 10 pounds. 

Specific vision abilities required by this job include close 

vision, and distance vision. 

 

The work environment characteristics described here are 

representative of those an employee encounters while 

performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 


	Mathematical Skills:

