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		Job Code
2505001122
	FLSA Status
Non Exempt
	Job Family
Administration & Business Operations

	Subfamily
Administrative Support






	Position Purpose

			Provides intermediate-level administrative support to a Dartmouth College department, handling a broader range of clerical and coordination tasks with increased independence.









	Key Accountabilities

			Description
	% of Time Spent

	· Drafts and proofreads routine correspondence, memos, and reports on behalf of departmental staff.
	25%

	· Maintains departmental records, filing systems, and databases with accuracy and confidentiality.
	25%

	· Coordinates scheduling and logistics for meetings, events, and travel arrangements.
	20%

	· Processes invoices, expense reports, and purchase orders using College financial systems.
	20%

	· Responds to inquiries from faculty, staff, and students, escalating complex issues as appropriate.
	10%







			Performs other duties as required.









	Minimum Qualifications

			· High school diploma or equivalent; Requires 1 to 2 years of administrative or office support experience, with demonstrated ability to manage multiple tasks simultaneously.









	Preferred Qualifications

			· Experience supporting senior staff in a university or nonprofit setting; knowledge of Dartmouth financial and HR systems.









	

		Reporting
Typically reports to a supervisor or manager.
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