Title

Salary
Grade

Summary

Duties

Scope

Education/
Experience

Knowledge, Skills, and Abilities

Coordinator 1

Under general su-
pervision, provide
coordination of
administrative du-
ties for short-term
programs or one or
two functions of a
program. Work
collaboratively with
other members of
a team including
faculty and admin-
istration. Utilize
UST Banner
records and regis-
tration system.

YV V

Assist students and faculty with ques-
tions, web site access, and program in-
formation.

Coordinate registration, contracts, ma-
terial orders, room reservations, set up
and duplication of materials.

Review and pay bills.

Data enter information regarding atten-
dees, fees, etc. in databases.

Set-up and maintain program files.
Provide standard database reports.
Provide support for distributing marketing
material.

Varying work activ-
ities to meet the
needs of custom-
ers. Work under
general direction of
supervisor or other
coordinator.

High School edu-
cation or equiva-
lent and one
year of clerical /
administrative
experience, pre-
ferably in Higher
Education.

Knowledge of: The use of specified comput-
er applications involving word processing,
data entry, and/or standard report genera-
tion; the use of specified computer applica-
tions involving the design and management
of databases or spreadsheet files and the
development of special report formats;
principles and techniques of preparing ef-
fective written informational or educational
materials; standard office practices and
procedures including filing, records reten-
tion and the operation of standard office
equipment; policies and procedures of the
department.

Skill in: independently perform complex
professional personnel work in a variety of
areas including consultative and liaison
functions; using initiative and independent
judgment within established procedural
guidelines; establishing and maintaining
effective working relationships with those
contacted in the course of work.




Coordinator 11

Pay Summary Duties Scope Education/ Knowledge, Skills, and Ab-
Grade Experience ilities
Knowledge of: The use of specified
B Under limited Provide general planning and direction | Represent a program or High School edu- | computer application involving word

supervision
plan, coordi-
nate and over-
see the major-
ity of the ad-
ministrative
activities re-
lated to sup-
porting a large
program or
multiple pro-
grams. Gen-
erally pro-
grams are for
executive or
high level ex-
ternal clients.
Utilize UST
Banner records
and registra-
tion system.

in order to develop and facilitate the
day-to-day activities and events within
a specific organizational program(s)
Interact with faculty and executive
level program attendees on regular ba-
sis.

May solicit and select articles and top-
ics for newsletters, publications and
promotional materials.

Perform data manipulation for report
generation.

Analyze data/trends regarding pro-
gram(s) to recommend future program
needs to superiors.

Mentor and coach other members of
the team.

Collaborate with other UST programs,
develop joint events, schedule and
coordinate details.

Serve as primary program representa-
tive on committees.

Prepare budget, track program ex-
penses and update superior on bal-
ances and potential issues.

center to internal and
external customers.
Work with limited super-
vision under the auspices
of the Unit Director.
Exercise discretion within
University guidelines.
Serve as Dept Adminis-
trative liaison.

cation or equiva-
lent plus three
years of clerical /
administrative
support expe-
rience, prefera-
bly in Higher
Education.

processing, data entry and/or standard
report generation; the use of specified
computer applications involving the
design and management of databases
or spreadsheet files and the develop-
ment of special report formats; web
navigation and web maintenance using
software packages such as Collage;
policies and procedures of the depart-
ment; office administrative practices
and procedures; business letter writing
and the standard format for typed ma-
terials; record keeping principles and
practices.

Skill in: Performing technical, specia-
lized, complex, difficult or basic tech-
nical office support work; analyzing
and resolving varied office administra-
tive problems; exercising initiative,
resourcefulness, and sound judgment;
organizing own work, setting priorities
and meeting critical deadlines; estab-
lishing and maintaining effective work-
ing relationships with those contacted
in the course of work.




Title | Pay Summary Duties Scope Education/ | Knowledge, Skills,
Grade Experience and Abilities
B
Under minimal su- Assist in management of assigned program(s) or super- Varied work activities | High School Knowledge of: The use of
pervision, perform a vision of an operational unit. to meet the needs of | education or specified computer appli-
variety of routine Assist in or conduct studies and analyses of programs, customers. May apply | equivalent plus | cation involving word
professional and ana- organizations, procedures or systems. independent judg- four years of processing, data entry
lytical assignments Collect, compile and organize data. Analyze, summarize ment while interact- administrative and/or standard report
involving the practic- and report on findings and make recommendations to ing with internal and / clerical expe- | generation; the use of
al application of superior. external customers. rience prefera- | specified computer appli-
management prin- Assist in planning and coordinating administrative activi- Know and apply mul- | bly in Higher cations involving the de-
ciples and techniques ties of a program: formulation and preparation of budg- tiple rules or guide- Education. sign and management of
to routine operational ets, grant proposals and project proposals. lines to administer databases or spreadsheet
activities related to Consult with program head and administrative officials program(s). Work files and the development
program(s). Interact regarding policies, trends and interpretation of data and with minimal supervi- of special report formats;
regularly with inter- program needs. sion conferring with web navigation and web
nal and external Establish effective communication channels and act as supervisor on un- maintenance using soft-
clients. liaison between program and officials within and outside usual matters. ware packages such as
the University. Collage; policies and pro-
—_ Troubleshoot questions and issues from administrators, cedures of the depart-
— faculty and students. May supervise clerical personnel. ment; office administra-
- tive practices and proce-
- :
@] dures; business letter
E writing and the standard
c format for typed mate-
'_5 rials; record keeping prin-
o ciples and practices.
o) Skill in: Performing tech-
8 nical, specialized, com-

plex, difficult or basic
technical office support
work; analyzing and re-
solving varied office ad-
ministrative problems;
exercising initiative, re-
sourcefulness, and sound
judgment; reading and
explaining rules, policies,
and procedures; organiz-
ing own work, setting
priorities and meeting
critical deadlines; estab-
lishing and maintaining
effective working relation-
ships with those con-
tacted in the course of
work.




