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		Job Code
2505001112
	FLSA Status
Non Exempt
	Job Family
Administration & Business Operations

	Subfamily
Administrative Support






	Position Purpose

			Provides foundational administrative support to a Dartmouth College department or unit, performing routine clerical and office tasks under direct supervision.









	Key Accountabilities

			Description
	% of Time Spent

	· Performs data entry, filing, copying, and distribution of departmental correspondence and documents.
	30%

	· Answers and routes incoming calls and greets visitors, directing them to appropriate staff or resources.
	25%

	· Schedules basic meetings and maintains calendars for departmental staff as requested.
	20%

	· Assists with ordering and tracking office supplies and submitting purchase requests.
	15%

	· Supports the team with additional administrative tasks as assigned by supervisors.
	10%







			Performs other duties as required.









	Minimum Qualifications

			· High school diploma or equivalent combination of education and experience; Requires 0 to 1 year of clerical or office support experience; demonstrated proficiency in Microsoft Office Suite and basic data entry.









	Preferred Qualifications

			· Experience in a higher education or institutional setting; familiarity with Dartmouth College systems and processes.









	

		Reporting
Typically reports to a supervisor or manager.
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