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		Job Code
2505001142
	FLSA Status
Non Exempt
	Job Family
Administration & Business Operations

	Subfamily
Administrative Support






	Position Purpose

			Serves in an advanced-level capacity within Dartmouth College's Administrative Support area as a subject matter expert, leading strategic work that involves providing clerical and administrative assistance to ensure the smooth operation of support services.









	Key Accountabilities

			Description
	% of Time Spent

	· Serves as a specialized subject matter expert in administrative support, leading the most complex programs and strategic initiatives.
	25%

	· Develops and leads sophisticated administrative support strategies and institutional frameworks.
	20%

	· Advises senior leadership on administrative support strategy, program priorities, and institutional investment.
	20%

	· Leads program architecture, policy development, and institutional administrative support governance.
	20%

	· Represents Dartmouth in national higher education administrative support forums and professional networks.
	15%







			Performs other duties as required.









	Minimum Qualifications

			· High school diploma or equivalent combination of education and experience; Requires 4 to 6 years of administrative support or related experience.









	Preferred Qualifications

			· Associate degree; Experience in administrative support at a higher education institution.









	

		Reporting
Typically reports to a supervisor or manager.
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