
University of Maine

Position Description

 

Title:                        
Administrative and Fiscal Coordinator
Date:                        
February 7, 2019
Departmental Unit: 
Division of Student Life
Reports To:              
Assistant Dean for Student Life (00012468)
PURPOSE 

Manages daily office operations, composes quality documents, reports, and correspondence, and works independently on various ongoing and special projects requiring independent judgment, initiative, and confidentiality. Exercises professional discretion and frequently handles situations and/or information that is considered sensitive and/or confidential. Anticipating the daily needs of the Dean and Assistant Dean, The Coordinator will work independently with minimal supervision in an environment with multiple, and sometimes, competing priorities. The Coordinator will work closely with several units within the Division of Student Life including the Veteran’s Education and Services Offices, Student Conduct Office and the Student Wellness Resource Center

ESSENTIAL DUTIES & RESPONSIBILITIES 

· Performs clerical and administrative services, monitoring purchases, managing reimbursement paperwork and supporting budget activities.
· Assists the Assistant Dean in preparing divisional multi-million dollar budgets

· Maintains confidential records and prepares confidential letters, reports, and memorandum as necessary.

· Serves as a point of contact and works with students, faculty, staff, and parents to offer resources and help resolve questions, concerns, and problems.
· Partners with the Veteran’s Education and Services Offices to prepare required reports to the University and the Office of Veterans Administration and maintains student records in VA ONCE software and MaineStreet software and maintains confidential student files.

· Reviews and approves time for student employees.
· Effectively utilizes technology including report writing tools, Excel, Word, Google drive and others as appropriate.
· Provides backup coverage as needed for team members' time-off or position vacancies.

· Processes P-Card transactions and other financial transactions.
· Responsible for tracking all academic and non-academic conduct cases within UMaine’s conduct system, Maxient.
· Serves as support for several divisional units by, processing invoices and check requests, expense reconciliation and coordinating the maintenance of office equipment, tracking and reporting of budget activities for the units.
· Assists with the coordination and participation of Student Life-sponsored events, sponsorship opportunities, and outreach activities. Occasional evening and weekend hours to support University events and programs such as Maine Hello, Homecoming, Martin Luther King, Jr. Breakfast, Maine Day.

· Works effectively and cooperatively with members of the Division, University of Maine administration, the campus community and external clients and customers.
· Creates an atmosphere where students, faculty and staff feel welcome and free to ask questions and obtain assistance.
· Performs other reasonably related duties as assigned.

KNOWLEDGE/SKILL QUALIFICATIONS 
· Typically has a minimum education associated with a BA/BS degree with an emphasis in accounting or the equivalent of years of experience, plus two to four years of related work experience preferred. 
· Demonstrated skills in fiscal management.
· Experience in a university setting helpful.

· Demonstrated administrative skills; the ability to organize and prioritize tasks with strong use of initiative, sound judgment, independent thought 

· Ability to multi-task, problem-solve, meet deadlines, adapt to ever changing environment.

· Working knowledge of technology including Excel, report writing tools, database and financial and human resource applications. Ability and willingness to learn, gain proficiency, and use new software applications on the job in a timely manner is a plus.

· Proven experience providing senior-level administrative support, including organizing and prioritizing tasks, scheduling meetings, serving as a liaison to on- and off- campus entities, and managing general office needs
· Knowledge of MaineStreet applications is preferred.
· Excellent communication and organizational skills.

· Experience providing high quality customer service.

WORK ENVIRONMENT/DYNAMICS: Fast-paced, student-centered environment

WORK SCHEDULE:  40 hours per week, 5 days per week, Monday-Friday 8:00 a.m.-4:30 p.m., with occasional weekends or evenings as needed.
WORKYEAR:  This is a full-time, fiscal year appointment. 
SUPERVISORY RESPONSIBITIES: None
POSITION TYPE: Full-time, ongoing, base budgeted appointment.
SCHEDULE FOR EVALUATION: In the initial six months of employment and annually thereafter in accordance with the Non-Salary Professional Employees Handbook

SALARY:TBD
JOB FAMILY/BAND: 09/TBD

