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Position Title: Administrative Assistant  

Job Description: President and Vice-Presidents 
 

Major Responsibilities: Maintain a complete knowledge of basic office procedures 

and is in charge of the use and operation of the copy and fax machines. 

 

Specific Duties and Responsibilities: 
 

1. Read, understand and comply with the University’s mission, the catalog, the 

University’s policies and procedures, the Staff Handbook and institutional 

effectiveness process. 

2. Responds to communications (email/voicemail) on a daily basis. 

3. Perform basic word processing or typing. 

4. Perform electronic mail tasks. 

5. Maintain appointment schedules and arrange meetings and conferences. 

6. Assist with daily office operations as needed. 

7. Call dropped students to encourage them to return to school. 

8. Assist on the graduation and new students' orientation ceremonies. 

9. Accountable for receiving and delivering the incoming faxes to the different 

departments within the college. 

10. Responsible for making photocopies of exams and handouts for the members of 

the faculty. 

11. Responsible for destroying all sensitive documents that have been outdated. 

12. In charge of answering the telephone and taking messages for the President and 

Vice-Presidents. 

13. Keep track of calls and documentation related to those calls. 

14. Write letters, memos, documents and lists as requested. 

15. In charge of all President's out mailing. 

16. Cooperate in any special event prepared by the administration. 

17. Assist with the Board of Governors documentation. 

18. Assist with the Budget's documentation. 

19. Assist on the Radiology Department filling documents, collecting documents from 

the students, and counting the students' hospital hours. 

20. Support and participate in University’s Commencement Ceremonies. 

21. Participate in the self studies and committees conducted by the University. 

22. Performs other duties as assigned. 
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This job description is intended to describe the general nature and level of work being 

performed by individuals assigned to this position. It is not intended to be construed as an 

exhaustive list of all tasks, duties, skills and/or responsibilities required for this position in 

each Campus at all times. Tasks, duties, skills and/or responsibilities may vary from 

individual to individual, campus to campus and over time, depending upon various 

factors. These are general guidelines for this job position. 

 

 

 

If you would like to apply for this position, please click on the link below; 

 

 

https://workforcenow.adp.com/jobs/apply/posting.html?client=fnuedu

