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Position:  Administrative Coordinator

DEPARTMENT:
Santa Clara County Biotechnology Education Partnership in the Department of Chemistry
IMMEDIATE SUPERVISOR:  SCCBEP Program Director, Dr. Katy Korsmeyer

POSTING DATE:

September 16, 2008

CLOSING DATE:

October 31, 2008

SALARY:


$20.00/hr + Excellent Benefits

EXEMPT STATUS:

Non-Exempt

GENERAL NATURE OF POSITION:
To coordinate administrative aspects of the Santa Clara County Biotechnology Education Partnership (SCCBEP) program, under the direction of the Program Director.

ESSENTIAL DUTIES & RESPONSIBILITIES:

1. Office Organization

· Provide administrative support to the SCCBEP Program Director and staff.
· Includes, but not limited to, calendar, mail, correspondence, files, interact with outside contacts to coordinate meetings, follow up on meeting action items.
· Organize filing system for Program Director

· Track Purchase Requisitions, match to packing slips and file.

· Submit check requisitions, track and file when complete.

· Other tasks, include, but are not limited to, preparing materials for visits; circulating contact reports, follow up letters, correspondence with allied professionals.  Must be able to independently compose basic correspondence, such as "thank you" notes and cover letters.

2. Workshops

· Prepare and mail application to SCCBEP teachers, all science dept. chairs, science district coordinators, and to various Teacher Education Programs.

· Email confirmation notices to those who will attend.

· Prepare and submit paperwork for teacher stipends and guest speaker honorariums.

· Prepare and submit paperwork for parking permits.

· Photocopy notebook materials and assemble binders.

· Assist with arranging and/or obtaining food and supplies for the workshop.

3. Monthly Meetings

· Assist with typing up meeting minutes, distribute copies and archive for our records.

· Prepare handouts, snacks and drinks box for Director to take to meetings.

4. Special Events

· Assist with planning and preparation for annual student summer internship program.

· Print up invitations, posters, agenda/menu, signage for internship and events.

· Design and mail flyers.  Send thank you notes to special guests, etc.

· Assist with arranging food and supplies for events.

5. Public Relations

· Have business cards updated and printed when necessary.

· Update brochure and have printed (off-set) as needed.

· Write up and send out press releases when needed.

6. Miscellaneous

· Update SCCBEP database.

· Communicate with staff.

· Establish system to organize, inventory, track and maintain SCCBEP library.

INTERPERSONAL CONTACTS:

· Keep in close contact and communication with SCCBEP Program Director.

· Plan, coordinate, and work with other staff as a team to support the SCCBEP program.
· Contact Financial Analyst and Human Resources personnel at SJSU Foundation as needed.

QUALIFICATIONS:


To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skills, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1) Education and Experience

· College degree or equivalent experience in Administrative Management preferred.

2) Knowledge, Skills and Abilities required

· Exceptional organizational skills required.

· Experience writing and administering grant proposals a plus.

· Thorough knowledge of methods, procedures and practices; English grammar, business writing, punctuation and spelling.

· Ability to independently compose and appropriately format correspondence and reports.

· Working knowledge of software applications for word processing, spreadsheet, graphics and database management.

· Ability to perform accurately in a detail-oriented environment.

· Ability to handle multiple work priorities, organize and plan work and projects.

· Ability to maintain confidentiality and appropriately handle sensitive communications with employees and external agencies.

· Ability to quickly learn and apply a variety of state, federal, CSU and SJSU policies and procedures.

· Strong oral and written communication skills.

· Must possess excellent customer service and public relations skills.

· Ability to troubleshoot basic technical problems.

· A combination of education and experience equivalent to two to four years of business office experience with computer software and databases, i.e., PC/Mac hardware and software.

· This position requires the ability to establish and maintain cooperative working relationships within a diverse multicultural environment.
· Ability to work independently, efficiently and effectively.
3)
General Guidelines 

· Recommends initiatives and changes to improve quality and services.

· Identifies and determines cause of problems; develops and presents recommendations for improvement of established processes and practices.

· Maximizes productivity through use of appropriate tools; planned training and performance initiatives.  Researches and develops resources that create timely and efficient workflow.  Develops and recommends budget.

· Informs supervisor of project status and deviation from goals.  Ensures completeness, accuracy and timeliness of all operational functions.

· Prepares and submits reports as requested and required.

· Implements guidelines and SOPs to support the functions of the organization.

4)
Environmental Conditions

· Works in an office environment with presence of chemicals and laboratory equipment.  Must be familiar with current standard lab safety practices.

· Typical university building with office and laboratory environments and equipment.  Work site located in multi-story building, accessible by stairs and elevator, in Duncan Hall, Department of Chemistry.  Travel to and from campus and across campus to other offices, labs and buildings.
· Multiple off-sites with lab, workshop and storage at Santa Clara University and occasional use of workshops at local high school science classrooms.
· Ability to provide personal transportation to and from facilities, events and for workshop support.
5)
Complexity of Duties

· This position requires a great deal of independence, excellent organizational and time-management skills.

This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.

SUPERVISORY RESPONSIBILITIES:

None

APPLICATION PROCEDURE
To apply for this position, you may submit a letter of interest and a resume or an application.  An application and other information may be obtained from the Foundation Human Resources Department, through the Foundation’s web site at http://www.sjsufoundation.org/html/sjsuf-employees-resources/jobs.htm or in person at:

San Jose State University Research Foundation

210 North Fourth Street

San Jose, CA  95112

E-mail:  jobs@foundation.sjsu.edu
The San Jose State University Research Foundation is one of the oldest nonprofit Corporations in the California State University System.  The general purpose of the Foundation is to advance the welfare of the University, assist it in fulfilling its objectives, supplement the programs and activities of the University in appropriate ways, promote and assist its educational services, and otherwise aid and assist the University in fulfilling its purposes and in serving the people of the State of California, especially those of the area in which the University is located.  These purposes are compatible with the legal framework established within the California State University System.
Foundation employment is separate and distinct from San Jose State University or State of California employment.
SAN JOSE STATE UNIVERSITY RESEARCH FOUNDATION

The San Jose State University Research Foundation is an Equal Opportunity Employer and does not discriminate on the basis of race, religion, color, sex, age, national origin or disability.
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