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		Job Code
2505003231
	FLSA Status
Exempt
	Job Family
Administration & Business Operations

	Subfamily
Administrative Support






	Position Purpose

			Provides career-level office support services to a Dartmouth College department or program, managing a broad range of administrative functions with considerable independence.









	Key Accountabilities

			Description
	% of Time Spent

	· Leads office operations including correspondence management, scheduling, document control, and facilities coordination.
	25%

	· Prepares complex reports, presentations, and briefing materials for departmental leadership.
	20%

	· Manages budget tracking, purchasing, and reconciliation activities for the department.
	20%

	· Serves as the primary point of contact for departmental inquiries, exercising sound judgment on information routing.
	20%

	· Mentors and provides informal guidance to junior office support staff.
	15%







			Performs other duties as required.









	Minimum Qualifications

			· Bachelor's degree or equivalent combination of education and experience; Requires 5 to 8 years of progressively responsible office support experience.









	Preferred Qualifications

			· Demonstrated experience managing office operations independently in higher education; formal project management or process improvement experience.









	

		Reporting

		Typically reports to a manager or director.
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