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 POSITION DESCRIPTION     

 

Employee Name:  Position: Assistant to the VP for Student Affairs &  
                 Dean of Students  

Supervisor: Vice President for Student  
                       Affairs/Dean of Students 

Core Hours: 8:00 A.M. – 5:00 P.M. 

FLSA Status: Exempt FLSA Exemption Test: Professional 

 
Position Summary: 

Acts as assistant to the Vice President with internal and external constituents in 
providing information, interpreting policy, solving problems, etc. Supports the Vice 
President in work with members of the Board of Trustees and Board Committees. 

Functional Job Duties: 

1. Plans, organizes, and coordinates the daily activities and schedule for the Vice 
President. Interact with students, faculty, staff and parents as a part of regular 
responsibilities. 

2. Review reports, requests, recommendations, correspondence, and mail 
materials for the Vice President. Provide pertinent background information 
regarding these materials. 

3. Engage and coordinate fact-finding projects. 

4. Troubleshoot, answer questions, field calls, and provide information on all 
projects in progress. 

5. Coordinate with department heads and clerical staff to ensure that the Vice 
President's directives are completed in a timely manner. 

6. Responsible for completion of the day-to-day administrative responsibilities. 

7. Attend Board of Trustees meetings, coordinate activities and handle special 
requests. 

8. Provide other necessary assistance in order to meet the college's goals and the 
strategic agenda. 

9. Composes, types, and distributes a variety of correspondence with a high 
degree of judgment and discretion. 

10. Provide overall office management in support of the Vice President, which 
may require some nights or weekends. 

11. Perform related/other duties as required. 
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Physical Demands: 
The physical demands described below 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 handle, or feel; reach with hands and arms; and talk and hear. The employee 
is required to stand; walk; sit; and is occasionally required to climb or balance; stoop, 
kneel, crouch, or crawl. The employee must frequently lift and/or move up to 10 
pounds. Specific vision abilities required by this job include close vision, peripheral 
vision, and ability to adjust focus. 
 

OCCASIONALLY-0-35% OF 
TIME 

FREQUENTLY-36-74% OF 
TIME 

CONSTANTLY-75% OF 
TIME 

Stand Sit  

Walk Lift/Carry/Push/Pull 0-10 
lbs. 

 

Drive   

Reach   

Bend   

Climb   

Crawl   

Squat   

Lift/Carry/Push/Pull 11-50 
lbs. 

  

 
Work Environment: 
 
The work environment characteristics described here are representative of those 
encountered while performing the essential functions of this job.   
 
The individual is routinely exposed to indoor conditions, minimum outdoor weather 
and temperature extremes, and moderate noise level. 
 
Qualifications/Prerequisites: 
 
1.  COMMUNICATION 

a. Communication skills, both written and verbal. 
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2.  SKILLS 
a. Strong interpersonal skills. 
b. Demonstrated ability to interact with students and their parents. 
c. Demonstrated ability to interact with the College's internal and external 

constituencies. 
d. Exhibits highest level of confidentiality. 
e. Demonstrated ability to exercise tact, diplomacy, judgment and discretion. 
f. Ability to synthesize and analyze complex data. 
g. Computer literacy. 
h. Organizational skills, including the ability to handle multiple priorities. 
i. Customer Service Skills.. 
j. Ability to understand the College's traditions and culture. 

 
3.  EMPLOYMENT EXPERIENCE 

a. Five years of equivalent administrative experience and/or transferable work 
experiences. 

 
4.  EDUCATION 

a. Bachelor's Degree required. 
 

5.  LICENSES 
       N/A  

 

_______________________________________________________________________ 

Employee    Date 

________________________________________________________________________ 

Supervisor    Date 

________________________________________________________________________ 

Vice President   Date 

________________________________________________________________________ 
Director of Human Resources   Date 
 
This job description is intended to describe the general nature and level of work performed by 
people assigned to this classification.  It reflects management’s assignment of essential 
functions; it does not prescribe or restrict the tasks that may be assigned.  


