



(SAMPLE)                                                                      

JOB DESCRIPTION/PERFORMANCE STANDARDS 
	Employee Name (Last Name, First Name, M.I.):
	

	Employee ID
	

	Department:
	Anthropology & Sociology

	Job Classification
	Clerk Typist 2

	Hours Worked
	Total Hours Worked/Pay:
	37.5 Hrs.

	M
	T
	W
	Th
	F
	S
	S
	Length of Lunch Period:
	1 Hour

	0800 
	0800
	0800
	0800
	0800
	:
	:
	Permanent (P) or Temporary (T):
	P

	1630 
	1630
	1630
	1630
	1630
	:
	:


Responsibilities:

This position is responsible for the coordination and delivery of a full range of secretarial services to the chairperson (and faculty) in the Department of Anthropology & Sociology, the director of the Ethnic Studies Program (a departmental faculty member), and to the Dean for the College of Arts and Sciences.  The employee values teamwork and collaboration, is dependable, takes initiative, solves problems effectively, communicates clearly, and supports organizational change.
Describe in detail the essential duties performed, listing the most important duties first.  Also, list percentage of time spent performing duties.

1. Serves as first point of contact and information center for students, faculty, parents, and visitors.  Screens incoming calls and in-person visitors and handles or redirects them to proper individual or office for assistance.  Provides students with information on academic procedural matters and steps for entering the department’s major and minor programs.  

2. Sets priorities and organizes and performs work to ensure smooth processing and accomplishment of tasks. Works with departmental chairperson when questions arise about priorities. Distributes routine work assignments to student workers and trains them on proper use of telephone, copier and fax machine.  Demonstrates sufficient knowledge of: university, college and departmental procedures; office equipment; and software to accomplish assigned tasks.  

3. Types and copies syllabi, handouts, letters of recommendation, student handbooks, advising sheets, exams, PDRs, travel authorization and voucher forms, faculty hiring forms, key requests, graphics and printing requests, and various other materials for department faculty and administration. 

4. Maintains a calendar for appointments for department chairperson.  Cancels and reschedules appointments as needed.  Schedules departmental and committee meetings and events, reserves rooms and orders food if requested. 

5. Sorts and distributes mail to faculty daily.  Distributes and collects ballots, grade sheets, class lists, faculty data sheets, etc. 

6. Retrieves and delivers pay checks, duplicating, faculty hiring paperwork, library books, etc.

7. Retrieves fiscal information, class lists, transcripts, and course offerings from computer.  Gathers appropriate data for departmental or college-wide reports.

8. Maintains office inventory and orders supplies via central stores, PDR or credit card.

9. Anticipates future needs for departmental equipment and procedures and brings to the attention of the chairperson as necessary.
10. Serves as departmental timekeeper and submits timesheets and leave requests bi-weekly.

11. Keeps track of budget expenditures to report to department chairperson and Ethnic Studies program director.

12. Assists faculty in processing book orders and corresponding with bookstore.
13. Maintains office files, including unofficial personnel records for faculty, student records, copies of grade sheets, hiring forms, etc.

14. Inputs work orders for building administrator and/or contacts appropriate office (work control, custodial, public safety) with regard to emergencies, repairs or maintenance needs.     

15. Inputs master schedules as directed by department chairperson according to dates specified by Registrar.  Requests room changes from Space Manager as requested by chairperson or other faculty.

16. Works closely with Dean’s office personnel on completion of all faculty hiring paperwork and notifies them of the names of faculty who will be replacing the ZSTAFF courses each semester.  Assists newly hired faculty in settling into office, orders keys, and serves as point of contact to the new faculty member.

17. Maintains a department bulletin board by updating with latest course offerings, faculty office hours, advisor assignments, important semester dates, tutoring center schedule, etc.

18. Works with appropriate academic computing personnel to maintain and update the department website.

19. Coordinates large mailings to students, parents, or outside agencies.

20. Attends relevant workshops and training sessions.

____________________________________________________________________________

Describe how work is supervised by indicating how it is assigned and reviewed.

Work is ongoing with specific deadlines being determined by the processes.  Indirect supervision is provided by the Dean.  Administrative work under the direction of the Department Chairperson receives highest priority, with secondary priority to administrative work for the Ethnic Studies program director.  Initial assignments are reviewed by the chairperson (or director) while in progress and upon completion.  When tasks have been learned, work is performed independently within established departmental guidelines.  Work requests from faculty are prioritized and processed by the secretary.  The Department Chair, as the employee’s immediate supervisor on a day-to-day basis, is the evaluator in the review process and the Dean signs as reviewing officer.  Employee is given the opportunity to meet with the Dean to discuss her performance evaluation.

Organizational Chart

Dean – College





      Department Chairperson  -- 
Department Faculty





      



Ethnic Studies Director 


Department Secretary

___0__  Total number of subordinates reporting to you - student workers are not 

 considered subordinates 

Describe the kind of supervision given to employee(s) on the above chart by explaining the type of work assigned and the type of review process (if a supervisor of other employees).

May oversee the routine clerical work of student workers. 

_____________________________________________________________________________
Performance Standards

(reference Employee Performance Review for specific descriptions of each Job Factor)
JOB KNOWLEDGE/SKILLS

Job Related:

1.   Types correspondence, faculty evaluations, faculty hiring paperwork, handbooks,  
reports, curriculum sheets, office hours, recommendation letters, timesheets, PDRs,  and travel paperwork, and other documents in the requested timeframe.

2.  Screens calls and visitors appropriately and channels them to appropriate person.

3.  Demonstrates knowledge of current office practices, procedures and policies.  

Assists students and faculty by becoming familiar with undergraduate and/or graduate catalogs and Ram’s Eye View.

4.  Inputs data for master schedules according to Registrar’s timeframe.

5.  Ensures that travel expense vouchers are completed according to established

procedures and budget codes added to prevent delays in processing of payment in 

Accounts Payable.

6.  Files material in a systematic format to allow for accessibility and quick retrieval.

7.  Operates office equipment (copiers, fax machines, printers, PCs) proficiently.

8. Demonstrates knowledge of correct procedures for timesheet and leave request

      completion. 

9. Shares information and knowledge with others to accomplish work assignments.

Competency Related:  

1. Develop Self Human Capital, Responsiveness
Grows and applies one’s expertise/knowledge within and across specialized technical/functional areas.  Includes continual self-assessment, soliciting performance related feedback and taking initiative to build one’s own skills.  Takes advantage of campus [formal and informal (on the job)] and/or external training programs to learn new skills and enhance existing skills.  Seeks opportunities to participate in new activities to expand experiences.
2. Technology Use (Role Related) Human Capital 
Understands and uses technology to maximize work performance and efficiency.  Demonstrates knowledge of software needed to complete work assignments, i.e.  PeopleSoft, SAP, R25 Webviewer, Outlook, Excel, Word, Access. Takes advantage of campus and/or external training programs to learn new skills and enhance existing skills. 

WORK RESULTS
Job Related:

1.    Meets due dates from Registrar for input of master schedules with minimal errors.

2.    Ensures typed materials are accurate, neat and complete.

3.    Recommends ways to streamline/eliminate operations that hinder smooth 

       functioning of the office.

4.    Operates office equipment safely each day to prevent injuries to self or others.

5.    Provides accurate information to students inquiring about admission to the 

       departmental programs.  Explains change of major form and steps needed before 

       admission will be considered.

6.    Makes copies of syllabi, handouts, and exams within 48 hours after receipt from 

       faculty.

7.    Sorts and distributes mail in faculty mailboxes daily.

8.    Retrieves messages from voicemail daily and responds within 24-48 hours to

       acknowledge receipt of message or forward to appropriate person 

       if action needs to be taken.

9.    Completes requests for information from on-campus offices in a timely manner.

10.   Alerts chairpersons of due dates of faculty evaluations, completion of hiring

        paperwork or other information provided by Dean, Provost or President.

11.  Screens and channels calls and visitors appropriately 95% of the time.

Competency Related:

1. Accountability Responsiveness, Resourcefulness 
Takes personal responsibility for all work activities and personal actions, implementing decisions that have been agreed upon, and acknowledging mistakes and failures without blaming others.
2. Quality Assurance/Attention to Detail Responsiveness, Resourcefulness
Accomplishes tasks through concern for all aspects of the job, no matter how small.  Accurately checks processes and tasks and follows up.

3. Resource and Project Management (Role Related) Responsiveness
Allocates time and resources (material, financial and human) in order to reach goals.  Integrates complex project steps and outcomes and follows-up by monitoring results of delegations/assignments.

COMMUNICATIONS
Job Related:

1.   Demonstrates professional and courteous communication skills when 
communicating in person or via telephone, e-mail or mail.

2.   Responds to phone calls and messages with 24-48 hours.

3.   Reviews assignments with supervisor to ensure full understanding of assigned 

      tasks.

4.   Directs students with questions to appropriate faculty member.

5.   Promotes department by conveying a willingness to assist students and visitors and

      provide a friendly atmosphere.

6.   Ensures written communications contain clear and concise language, correct 

      grammar and conveys a willingness to provide excellent customer service.

7.   Enlists assistance from other departments when necessary.

8.   Listens attentively to complaints/concerns and shows empathy when appropriate.

9.   Speaks and acts civilly toward departmental personnel, students, and visitors and

      treats them with respect.

10. Disseminates information to faculty and chairperson.

Competency Related:

1. Clear Communication Responsiveness, Student Success 
Expresses self clearly and effectively when speaking and writing to individuals and groups.  Listens attentively and insures communication is understood by all parties involved.

INITIATIVE/PROBLEM SOLVING

Job Related:

1.   Demonstrates ability to determine what needs to be done according to established 

      priorities set by department chairperson and pursues appropriate means of 

      accomplishing tasks.  

2.   Performs necessary tasks without specific direction, where appropriate, and within 

established limits of responsibility.

3.   Recognizes and takes the initiative to identify and resolve problems.

4.   Explores ways to problem solve on own before involving others in resolution.

5.   Suggests ways to improve operation of office

6.   Asks questions of others to assist in troubleshooting when needed.

Competency Related:

1. Change Leadership (Role Related) Responsiveness, Resourcefulness
Initiates, sponsors, implements, and supports organizational change.  Adjusts to chance as it occurs and leads others through change processes.
2. Creativity and Innovation (Role Related) Responsiveness, Resourcefulness
Generates novel and imaginative contributions and solutions to problems, projects, processes and situations. 
3. Flexibility Responsiveness, Resourcefulness
Responds to new and changing situations with a positive manner and adapts necessary functions with minimal disruption.  Looks beyond the status quo and provides constructive feedback.
4. Initiative Responsiveness, Resourcefulness
Independently anticipates and identifies problems, obstacles and opportunities and makes recommendations or where applicable, takes decisive action to address them.
5. Problem Solving/Decision Making (Role Related) Responsiveness, Resourcefulness
Generates successful approaches to analyzing and resolving problems.  Makes good decisions based upon a mixture of analysis, experience and judgment.
6. Leadership (Role Related) Responsiveness, Resourcefulness
Brings forth new initiatives to enhance department or university’s mission.  Inspires and energizes others.  Models desired behaviors.  Directs the activities of the people.

INTERPERSONAL RELATIONS

Job Related:

1.   Maintains a good working relationship with peers, supervisor, faculty, students, and

      visitors and assists others without complaining.

2.   Exhibits professional and courteous behavior toward others.

3.   Respects all people regardless of race, ethnicity, creed, age, gender, sexual

      orientation, or disability.

4.   Displays positive attitudes or behaviors in the work place.

5.   Compliments others for a job well-done and promotes harmony among faculty and

      staff.

6.   Attends and participates in training programs relative to equal opportunity, diversity, 

      sexual harassment and discrimination.

7.   Does not demonstrate inappropriate behaviors such as fighting, pushing, or yelling 

      in the workplace.

8.   Participates and performs assigned functions consistent with department’s goals.

9.   Interacts effectively with peers and the public to accomplish assignments and 

      deliver services in a fair and equitable manner.

10. Attends and participates in training programs that are applicable to the job.
Competency Related:

1. Self Management Responsiveness  
Manages stress effectively.  Responds to situations in emotionally appropriate ways.  Maintains healthy balance between work and personal commitments.  Adjusts to changing circumstances by altering attitudes and behaviors; displays resilience and flexibility in response to setbacks and stressful situations with energy and optimism.
2. Teamwork and Collaboration Responsiveness, Diversity
Works cooperatively with others, contributes to and accepts group opinion, and understands that organizational and team goals take precedence over individual goals.  Identifies and develops partnerships to achieve goals.  Works through (and helps others work through) disagreements and arrives at mutually beneficial resolutions.  Promotes respectful and courteous dialogue. 
3. Ethics  Diversity, Responsiveness
Appreciates, internalizes and adheres to an appropriate and effective set of core values and beliefs.  Acts in line with the university’s Values Statement.  Responds to work situations in accordance with these university principles and guidelines of relevant professional associations.
4. Promotes Learning From Others Diversity, Responsiveness
Creates opportunities for the exchange of ideas in a non-judgmental environment.  Encourages individuals to consider alternative perspectives.
5. Respect Diversity, Responsiveness
Respects practices, values, and points of view of other individuals and groups; and handles oneself in diverse group settings. Demonstrates the ability to recognize, understand, accept and appreciate the value of a diverse workforce
WORK HABITS

Job Related:

1.   Accepts and adapts to procedural, operational and/or organizational changes.

2.   Prioritizes tasks to ensure minimal backlog of work.

3.   Organizes work to minimize paperwork and to eliminate redundancy of work  

      activities.

4.   Exhibits courteous and pleasant attitude toward faculty, staff, students, and visitors.

5.   Develops an understanding of the needs and expectations of these groups.

6.   Listens to and considers faculty and student concerns and complaints in a timely

      manner.

7.   Conforms to established work hours, breaks, and lunch periods.   Behaviors such as 

      arriving late, exceeding lunch hours or breaks, leaving work early or prolonged 

      unexcused absences from the work site are not permitted.

8.   Does not use job-related time or resources for personal business. 

8.   Adheres to instructions for the safe operation and care of equipment.

9.   Reports personal work-related injury/accident to the immediate supervisor according 

      to prescribed procedures and timeframes.

10. Reports one’s absences to immediate supervisor and Dean’s office so awareness of 

      absence is recorded according to office policy.

11. Submits Request for Leave to supervisor within the given pay period and attaches 

      approved leave slip to timesheets submitted to payroll.  
Competency Related:

1. Client/Customer Service Responsiveness, Student Success
Focuses on exceeding the customer’s needs.  Takes personal responsibility for dealing with and/or correcting customer service issues and concerns.  Recognizes that all persons who seek assistance are considered customers.

2. Efficiency  Responsiveness, Resourcefulness
Completes activities/projects in a timely manner on or before scheduled deadlines with minimal errors.  Takes new, unique and creative approaches to how work is done.  Strives to continuously improve processes and quality.

3. Dependability Responsiveness, Resourcefulness   
Completes assignments and work responsibilities in a timely and reliable manner.  Adheres to the established work hours for arrival and departure from work and lunch periods.  This also includes appointments, meetings, and other time-sensitive activities during the workday.

4. Organization/Planning (Role Related) Responsiveness
Establishes work priorities, methods and project flow to accomplish objectives.  Utilizes time effectively for maximum performance.  Anticipates and prepares for future developments and deadlines.

Signatures

I certify that to the best of my knowledge all statements shown above are correct.

Employee Signature:  ___Jennifer Smith______________  Date:  __06/26/08________

Supervisor’s Signature:  _Marshall Goodwill___________   Date:  __06/26/08________

