
 

 

 

Administrative Assistant for The Office of Instruction 
Employment Opportunity 

 

Employee Classification: 

Status: 

 

Starting Hourly Pay Range: 

Reports to: 

Recruitment Closes: 

Support Staff – Classified (Non-Exempt)                   

Full-Time, Temporary – 1 Year Appointment 

      -Extension contingent upon funding 

$14.34 to $15.90 

Dean of Academics & Workforce 

Open until filled 
          -First application review Monday, September 12, 2016 

 

 

 

GENERAL NARRATIVE DESCRIPTION OF POSITION 
Incumbents in this classification perform a full range of complex administrative and support functions. Work is 
performed independently and incumbents exercise considerable judgment and respond to complex, technical and 
sensitive issues that may have significant impact. Interactions occur with a variety of individuals within OCCC, the 
general public and outside customers. 

TYPICAL DUTIES & RESPONSIBILITIES 

- Coordinates a variety of technical, instructional, and administrative special projects as assigned. Seeks critical 
information; develop documentation, and present final project and/or recommendations to supervisor. 

- Coordinates and attends a variety of meetings and prepare minutes. 

- Assists in the development of correspondence, policies and procedures, reports, forms, notices, contracts, 
instructional materials and spreadsheets. 

- Updates and Revisions: faculty handbook; Intranet site; forms; course syllabi; College Council agendas, 
minutes, and documents; portions of college catalog. 

- Tracks programs applications for admissions to limited entry programs. 

- Performs data entry: all OCCC credit courses; class schedules. Creates reports such as FTE audit report. 
Creates and sends out course evaluations and graduate surveys. 

- Marketing activities: prepares brochures and posters; organizes events including advertising, registration and 
catering services. 

- Prepares Needs Assessments and CTE program applications for HECC, WIOA and PCC. 

- Provides complex guidance, problem solving, conflict resolution and assistance to the public, students/clients, 
staff and faculty that may be sensitive in nature.  Makes referrals as needed. 

- Faculty Documentation: tracks faculty assessments. Communicates faculty assignments to HR and Payroll. 

- Faculty Members: establishes in college database systems; ensures office space is assigned; provides 
orientation and training on college policies and procedures. 

- Orders department supplies and equipment, instructional material and text/reference books utilizing college 
purchasing card and ensuring adherence to college purchasing guidelines. 

- Reconciles expenditure and revenue transactions against database budget reports for assigned 
department/functions which may include multiple cost centers and process transfer of monies as required. 

- May maintain supervisor's calendar. 
The list of duties and responsibilities is intended to be representative of the tasks performed by this position. The 
omission of an essential function does not preclude management from assigning duties not listed herein if such 
functions are a logical assignment to the position. 



 

 

 
 
 

 

EDUCATION & EXPERIENCE 

Minimum Qualifications: 

- Associate’s Degree in any field. Relevant experience may substitute for the degree requirement on a year-to-year 
basis. 

- Two years of progressively responsible administrative support experience. 

- Intermediate-level, working knowledge of Microsoft Office software. 

- Strong interpersonal, oral, and written communication skills. 

Preferred Qualifications: 

- Experience working at a college or university. 

- Experience using Adobe InDesign to create publications, documents, developing and presenting written and 
graphic communications in a variety of formats, correspondence, flyers, newsletters, or websites. 

- Experience coordinating projects and organizing special events, activities and making informational presentations. 

- Experience using a data management or Student Information System like Banner, Colleague, or Jenzabar. 

- Knowledge of Family Educational Rights and Privacy Act. 

- The ability to speak a second language—Spanish Preferred. 

- OCCC is especially interested in qualified candidates who can contribute, through their experience, to the 
diversity and excellence of our College. 

Knowledge, Skills, Abilities and Personal Qualifications: 

- Knowledge of contemporary office practices, procedures, and techniques. 

- Basic customer service standards, to include professional telephone etiquette. 

- Ability to rapidly learn and apply new information and concepts within the functional area. 

- Excellent organizational skills, attention to detail, and skill in performing keyboarding functions with speed and 
accuracy. 

- Ability to utilize computer technology to access data, maintain records, generate reports, and communicate with 
others. 

- Initiative, flexibility, and the ability to work effectively both with and without supervision, in the areas of creative 
problem-solving, conflict resolution and appropriate decision-making. 

- Ability to work effectively as a team member. 

- Employee must value community and the core values of the College and must bring enthusiasm, energy and 
cultural competency to the position. 

 
 



 

 

 

 
WORKING ENVIRONMENT & PHYSICAL REQUIREMENTS 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to sit, see and talk or hear. 
The employee is often required to have mobility to move between offices, classrooms, and floors; use hands to 
finger, handle or operate computers, objects, tools or controls; and reach with hands and arms. 
Light physical exertion with occasional, bending, stooping, pulling, and moderate lifting, employee must 
occasionally lift and/or move up to 25 pounds and have the ability to carry equipment and tools of moderate 
weight, using arms and hands. Specific vision and hearing abilities required by this job include close vision and the 
ability to adjust focus, and complete and maintain various types of records. Ability to hear the conversational voice 
and effectively communicate responses. 
Schedule may require occasional early morning or evening work. Travel between College and other locations may be 
required as needed. Occasional travel and overnight stays may be required for training and other purposes. Work 
occurs in an office environment with potential for interruptions and background noise. 
**The use of tobacco and smoke-emitting materials and devices including electronic cigarettes is prohibited on all of 
the college’s campuses, including OCCC’s building exteriors and parking lots. 

 
APPLICATION PROCEDURE 
To apply for this position, you must submit: 

1. Oregon Coast Community College Staff online employment application. 
2. Current and complete resume. 
3. Contact information for three references. 
4. Copy of a current Driver’s License. 
5. Cover letter that addresses your qualifications for the position. 

In your cover letter, please address the following, using specific examples wherever possible: 

1. How you meet the minimum qualifications, and to what extent (and how) you meet some or all of the 
preferred qualifications. 

2. Why you are applying for this position? 
3. Why do you believe you are a strong fit for this position? 

The screening committee will review ONLY complete packets. All components must be included. Electronic 
submissions using the Staff Employment Application link on the Oregon Coast Community College’s Employment 
Opportunities webpage are strongly encouraged. Through that link you will have the opportunity to attach the 
above documents in either Microsoft Word or Adobe pdf formats. 
You may request an application by contacting Human Resources at Employment@occc.cc.or.us. Applicants 
selected for hire will be required to pass a criminal background check as a condition of employment. 

 As an Affirmative Action, Equal Employment Opportunity institution, OCCC is actively seeking qualified minorities, 
veterans, disabled veterans and individuals with disabilities to enhance its work force and to reflect the diversity of its 
student body. OCCC welcomes all persons without regard to sexual orientation. 

 Applicants with disabilities may request accommodation to complete the application and selection process. Please notify 
Human Resources at least three (3) working days prior to the date of need. 

 OCCC provides qualifying veterans and disabled veterans with preference in employment in accordance with ORS 408.225, 
408.230, and 408.235. Please be sure to review and mark your application accordingly if you are a qualifying veteran or 
disabled veteran with preference in employment. 

 Classified staff are represented by the collective bargaining agreement between AFT and OCCC. New classified staff serve a 

(90) ninety-day probationary period. 
Oregon Coast Community College is an Equal Opportunity Educator and Employer. 

https://secure.jotformpro.com/form/50626644336961
https://secure.jotformpro.com/form/50626644336961
mailto:Employment@occc.cc.or.us

