
POSITION DESCRIPTION 

Position Title: Executive Assistant to the Vice President for Academic Affairs (VPAA) 

Work Schedule: Full Time (40 hours/week) 

Supervisor: Vice President for Academic Affairs 

 

Administrative & Faculty Support 

● Provide administrative assistance to the VPAA including calendar management, 

communications, board report preparation, etc. 

● Lead preparation of the Academic Calendar, coordinate Academic Affairs Events 

(Convocation, Lectures, etc.), and support the Registrar’s Office with 
Commencement. 

● Lead communication efforts with chairs of standing Academic committees to 

ensure that they have committee rosters, file access, etc. and ensure that they file 

agendas and minutes. 

● Maintain minutes for Faculty Meetings and the Academic Affairs Council. 

● Maintain organized digital filing systems for AAC minutes, action items, etc. and 

lead efforts to ensure that these items are communicated to relevant stakeholders 

(Registrar, Enrollment, etc.). 

● Collaborate with the Registrar’s Office and the VPAA to send communications 
about Dean’s list, satisfactory academic progress (SAP), academic integrity 
violations, appeal decisions, etc. 

● Lead communication efforts related to changes on Academic webpages related to 

staffing and curricular changes.  Manage the Consumer Information Page on the 

website. 

● Support accreditation and institutional research efforts related to data gathering, 

report editing, and public communications. 

● Maintain updated versions of core documents in Academic Affairs including the 

Faculty Handbook, etc. 

● Support the Registrar’s Office as needed on special projects (Final Exam Schedule, 
etc.). 

● Supervise teaching assistants or graduate assistants 

Budget and Financial Support 

● Provide administrative assistance to the VPAA including expense coding, 

reimbursement, invoice management, etc. 



● Support Academic Affairs leadership (Division Chairs, Directors, etc.) in budget 

preparation and management. 

● Support the VPAA in annual budget preparation. 

Academic HR Support 

● Provide administrative assistance to the VPAA in the preparation, posting, and 

promotion of faculty and staff job postings. 

● Support  Human Resources and Academic search committees in managing 

applicant materials and communicating with applicants related to academic 

searches. 

● Support the Faculty Personnel Committee by ensuring they have access to faculty 

promotion materials and the VPAA when communicating promotion and sabbatical 

decisions to faculty. 

● Lead the preparation, management, and filing of Notice of Appointments (Anuual 

and Special) and manage faculty personnel files. 

● Lead the preparation, management, and filing of adjunct faculty, overload, and 

special project contracts. 

● Support the VPAA and Division Chairs with annual faculty reporting. 

● Support faculty and staff onboarding by managing faculty office locations, IT and 

furniture needs, keys, etc.   

 

Required Qualifications & Abilities 

● Bachelor’s degree preferred 

● Strong interpersonal and organizational skills 

● Strong writing and communication abilities 

● Ability to manage projects independently and handle confidential information 

● Proficiency in Microsoft Word, Excel, and web-based communication tools 

● Strong customer service, problem solving, and attention to detail skills 

● Has a demonstrable faith in Jesus Christ 

 
Candidates are requested to submit the following: 

          

● Letter of application 

● Current resume 



● List of 3-5 references that can be contacted if necessary 

  

Send application materials via email (preferred) to tchumrec@tabor.edu 

  

 

Closing Date:   
Review of applications will begin immediately and proceed until the position is filled. 

  

Tabor College is a Christian liberal arts institution with a mission to prepare people for a 

life of learning, work, and service for Christ and his kingdom. The successful candidate 

must readily embrace the mission (see http://tabor.edu/about/mission-vision-values/) 

and theological identity of Tabor College (https://tabor.edu/about/theological-identity/). 

  
Women and underrepresented groups, especially those with proficiency in both English 

and Spanish, are encouraged to apply. 

 

Tabor College is an Equal Opportunity Employer. As an educational institution 

operating under the auspices of the United States Conference of Mennonite Brethren 

Churches, Tabor College is permitted, and reserves the right, to prefer employees on 

the basis of Religion (Title VII, Section 702-703, United States Civil Rights Act of 1964 as 

amended). 
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