
THE EVERGREEN STATE COLLEGE 

POSITION DESCRIPTION
Date:   August 4, 2008
Position:  ½ time (20 hours/week) MPA Program Assistant
Location:  Lab 1, Room 3019
Organization:  Master in Public Administration (MPA) Program
Incumbent:  no incumbent (new position)
Position Number:  (XXXX)

Reports to:  MPA Director
POSITION PURPOSE:
The ½ time MPA Program Assistant (MPA PA) provides administrative, clerical and program support primarily to MPA program staff and secondarily to faculty and students. The MPA PA helps to support the administrative efficiency of the MPA program, providing clerical, record-keeping, tracking, filing and event planning/management support.
NATURE AND SCOPE:
Organization Fit

The MPA PA reports directly to the MPA program Director and indirectly reports to the MPA Assistant Directors (General and Tribal). 

Environmental Characteristics 

This position provides continuity of service delivery and administrative efficiency and effectiveness.   .  

ESSENTIAL JOB FUNCTIONS:  

This position has duties and responsibilities that fall into three main criteria: tracking and managing student/potential student information; administrative and clerical support; and event planning and management:
Working with the MPA Assistant Directors, under the guidance of the MPA Director, track and manage MPA student and prospective student information information. Tasks include but are not limited to:

· Manage student information spreadsheets for each cohort:

· Use Banner and Datamart to generate applicant data

· Track applicants’ and students’ information and status and enter data into spreadsheet(s) as students proceed through the MPA program. 

· Manage prospective student inquiry data 

· Receive prospective student emails and phone call information from Assistant Directors

· Enter student information in Banner

· Record inqury data and adds this information to other student information spreadsheets as appropriate 

· Manage student paper files. Make new files before the beginning of each year; file information promptly and accurately; keep data in files accurate; reviews files at the end of the year to remove and refile graduates.

· Research, track and update student academic progress information every quarter in a spreadsheet or database, using the Banner system and Datamart. Flag students that are exceptions (such as not making sufficient academic progress) and inform appropriate Assistant Director.

Working with the MPA Assistant Directors, under the guidance of the MPA Director, provide administrative and clerical support. Tasks include but are not limited to:
· Manage MPA course information: 

· update course schedule every quarter and as needed and post updates to the web; 

· request classroom space and course registration numbers (CRNs); 

· request syllabi and course summaries from faculty and post them on the MPA website.
· Every quarter, help facilitate special student registration

· Manage MPA prerequisite information, including researching, tracking, updating and web posting prerequisite info statistics course info at TESC and elsewhere (community colleges, universities, online options)

· Provide routine program support and information to prospective and current students, such as responding to simple student inquiries in-person and via email and phone; assembling and mailing packets to prospective students.
· Act as main administrative contact person and information conduit for adjunct and visiting faculty regarding critical faculty information areas such as: keys, classroom locations, mailboxes, syllabi and student evaluation procedures, etc.
· Process purchase orders and other related program expenditure support; support program-related travel (primarily for Assistant Directors and Director).
· Make photocopies, collate, run errands, as needed.

· Order supplies.
· Other clerical and administrative duties, as needed.

Working with the MPA Assistant Directors, under the guidance of the MPA Director, support event planning and management. Tasks include but are not limited to:
· Provide administrative support for events such as Hooding Ceremony, New Student Orientation, symposia and other public events.

· Arrange meetings: contact attendees via phone and/or email.

· Process purchase orders and other related financial processing to support events; support event-related travel.
KNOWLEDGE, SKILLS and ABILITIES REQUIRED:  

· Excellent clerical and administrative support skills.

· Excellent service skills.

· Ability to create, organize and maintain both electronic and paper records and files.

· Ability to maintain confidentiality of student records.
· Knowledge of Microsoft Office software applications including Word and Excel.  Knowledege and experience with internal TESC software (Datamark, Banner) desired.

· Ability to work in an office environment with frequent interruptions.

· Ability to manage time effectively and prioritize multiple requests - ability bring tasks to completion.

· Ability to work well with others – staff, faculty, students, the public – and to collaborate as a member of a team.
· Ability to learn quickly

· Knowledge and experience of TESC financial/budgeting systems and processes desired.
EDUCATIONAL AND EXPERIENCE REQUIREMENTS: 
Desired qualifications:

· Documented successful experience providing administrative and clerical support in an education, or related, environment.
· Completion of some college coursework
· Interest in graduate student education.
· Experience using the BANNER system.
Minimum qualifications:

· High School degree, or equivalent.
· Two years of experience providing administrative and clerical support, including experience with Microsoft Word and Excel.
· Person hired must provide proof of identity and employment eligibility within three (3) days of beginning work and may be required to submit to a background check.

ENVIRONMENT and WORKING CONDITIONS: 

This position requires a great deal of computer work; sitting for long periods of time; the ability to manage multiple requests from multiple sources and to work with the supevisor to prioritize tasks; the ability to lift boxes of recruitment or printed materials, often weighing 40 lbs.; and, skill in communicating with a wide variety of individuals, in person, by phone, e-mail and post.  

POSITION PERFORMANCE EXPECTATIONS AND STANDARDS: 
· Provide consistently good and helpful clerical and administrative assistance.  Manage daily program administrative operations in a manner that ensures quality and consistency.

· Manage workload, appropriately prioritizing requests and finishing tasks.

· Develop and maintain excellent relationshops with staff, faculty and students.

· Respond to all requests for information or assistance within a minimum time, determined by ½ time schedule.

