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Attachment VIII

Assistant to the President
The Assistant to the President reports to the President of the College and is responsible for a variety of duties including office supervision, budget preparation, maintenance of official College records and event planning.   The primary responsibilities of this position are as follows:
1. Serves as the office manager for the Office of the President, including the hiring, scheduling, supervision, evaluation and, if necessary, discipline of office staff.

2. Assists in the preparation and oversight of the budget of the Office of the President.

3. Assists with the planning and implementation of presidential/College events.

4. Prepares written replies to inquiries from various constituent groups.

5. Assists with the preparation of program reports and information on a variety of issues.

6. Organizes meetings with administrators, faculty, staff, students and outside constituent groups, prepares materials for such meetings and, when requested, prepares summaries of the business transacted at those meetings.

7. Represents the Office of the President at meetings or functions, when requested to do so.
8. Supervises the travel and meeting arrangements and the expense reports for the President and the Board of Trustees.

9. Responds to designated correspondence addressed to the President.

10. Organizes and maintains the records of the Office of the President, including the confidentiality of sensitive data, information, activities and decisions.

11. Coordinates and follows-up on projects as directed by the President.

12. Performs other administrative duties as assigned by the President.

Minimum qualifications for this position include a Bachelor’s degree and five or more years of relevant experience.

