POSITION DESCRIPTION
Position Title: Administrative Assistant to the Dean of Student Life, Learning, and Formation
Work Schedule: Full Time (40 hours/week)
Supervisor: Dean of Student Life, Learning, and Formation

Administrative & Office Coordination
· Provide support to the Dean of Student Life and departmental directors through scheduling, communications, and clerical tasks
· Monitor Student Life email and social media accounts
· Serve as main point of contact for walk-in and phone traffic
· Maintain calendars, files, and office procedures for Student Life
· Coordinate student health insurance sign-ups and communications
· Assist with handbook and Bluejay Resource Guide updates and distribution
Student Support & Housing Coordination
· Support housing procedures, key distribution, room assignments, and student move-in/out logistics
· Track room damage charges and prepare billing info for the Business Office
· Assist with summer housing applications and communication
· Provide conduct and recognition process support, including documentation and appointment scheduling

Required Qualifications & Abilities
· Bachelor’s degree in any field
· Strong administrative, organizational, and communication skills
· Proficiency in Microsoft Office, Google Suite, and willingness to learn new platforms
· Experience in Student Life or Residence Life preferred
· Has a demonstrable faith in Jesus Christ

