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             JOB DESCRIPTION 
 

Dept.: Faculty of Arts Working Title:   Dean's Assistant  (243)  

Date:  December 2014 Job Class:   7  

PRIMARY FUNCTION: 
To provide administrative support for the Faculty of Arts Dean’s Office. 

JOB DUTIES AND TASKS: 
1. Perform administrative functions in support of the Office of the Dean: 

a. Manage electronic calendars and schedule meetings, interviews, and presentations for the Faculty of 
Arts administrative team.  

b.  Formulate agendas, attend meetings, record and distribute minutes of meetings, and follow up on action 
items as necessary. 

c.  Book rooms for meetings and interviews; ensure all necessary equipment and supplies are available 
(food, electronic equipment, etc.).  

d.  Assist in the handling and routing of confidential personnel files and staff/faculty issues.  
e.  Compose and transcribe routine correspondence for the Dean’s signature. 
f.  Compile information, prepare and produce various documents such as draft memos, reports, forms, 

newsletter, promotional material and correspondence. 
g.  Establish and maintain tracking systems for Dean’s Office files and records.  
h.  Maintain SharePoint site for assigned work groups, such as Chairs’ Committee and Administrative 

team. 
i.  Greet internal personnel and external clients and respond to inquired directing to program information 

and appropriate resources, as required. 
j.  Exchange information with faculty regarding Faculty of Arts deadlines, processes and activities.  
k.  Prepare employment documentation such as hiring requisitions, internal and external postings, position 

request forms, employee transaction forms, interview questionnaires and search committee materials, 
and track and distribute materials. 

l.  Provide orientation to new personnel including assignment of office keys, telephone and computer 
account. 

m.  Coordinate faculty and staff moves. 
n.  Set up and maintain paper and electronic files for Dean’s Office records, such as staff files,  

competitions, contracts and student appeals; archive and store material as necessary. 
o.  Assign work to student assistants as required. 
p.  Assist with faculty and staff evaluation process. 
q.  Update banner system for office assignment and telephone locals.  Enter and run reports in banner 

regarding students, staff and faculty. 
 

2. Coordinate Faculty of Arts events: 
a. Coordinate Faculty of Arts events each year such as the New Faculty Orientation and General Faculty 

meetings, including ordering of food, arranging meeting rooms, and setting up and circulating the 
agenda, arranging speakers and time. 

b. Coordinate catering and room bookings for various meetings, events and workshops. 
c. Coordinate Faculty Arts participation in internal events such as Open House and High School 

Counsellors conference. 
d. Produce Banner reports to determine Dean’s medal recipient. 

 



  Job # 243   Page 2 of 4 

 
JOB DUTIES AND TASKS: cont. 

3. Provide administrative support for enrolment, registration and student related issues:  
a. Set up the activities surrounding the handling of student complaints and appointments with the 

Dean. 
b. Receive appeal/complaint, research relevant information, deal directly with students, and liaise with 

various University departments (ie. Registrar’s Office, Counselling) to provide information to the Dean 
for decision.  

c. Coordinate student issues related to registration, waivers and course substitution.  
d. Maintain records of applicant issues/problems and facilitate follow up with students and Admissions 

staff.  
e. Communicate both written and verbal information to applicants and registrants regarding course and 

program cancellations and changes.  
f. Develop written communication to students and potential students to support Faculty and internal 

departments.  
g. Respond to queries, both written and oral, concerning documentation and program admissibility, 

admissions and registration procedures and policies.  
h. Produce various registration, admission and enrolment reports using Banner, KBIT and other internal 

resources.  
i. Exchange information with departmental Chairs and faculty to ensure that admissions, registrations 

and advising information, policies and procedures are adhered to. 
j. Track credit and course substitution and transfer credit requests, forwarding all documentation to 

appropriate personnel. 
 
4. Prepare financial documentation and information: 

a. Check coding, accuracy and completeness of various financial documentation and prepare for approval 
by Business Manager and Dean, such as purchase requisitions, timesheets, invoices, expense reports, 
vacation/PD reports.  

b. Prepare expense forms and reconcile Visa for administrative team. 
c. Prepare, process and track casual service contracts, as required. 

 

5. Related duties: 
a. Operate and troubleshoot office equipment such as photocopier, fax machine and laser printer and 

arrange for maintenance and repairs, as required. 
b. Organize travel arrangements on behalf of the Dean and Associate Deans. 
c. Arrange for courier service and sign for receipt of deliveries. 
d. Open, sort and distribute mail. 
e. Maintain and order stock of office supplies, forms and materials. 
f. Some knowledge and understanding of faculty agreement. 
g. Contributes to and promotes a safe, respectful, and inclusive work environment by adhering to University 

policies and procedures and completing mandatory training programs. 
 
 
SUPERVISION RECEIVED: 
Reports to Divisional Business Manager – Faculty of Arts 

SUPERVISION/DIRECTION EXERCISED: 
Provide orientation to new employees as required.  Assign work to student assistants. 

PHYSICAL ASSETS/INFORMATION MANAGEMENT: 
Operate, maintain and troubleshoot various office equipment such as computer, photocopier and fax machine; 
Create, maintain and update department filing system and records; secure files and confidential information. 

FINANCIAL RESOURCES: 
Process purchase requisitions. Order and/or purchase supplies. Reconcile Visa statements. Process department 
expense reports, purchase requisitions and timesheets.  
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The above statement reflects the general details considered necessary to describe and evaluate the 
principal functions of the job identified, and shall not be construed as a detailed description of all the 
work requirements that may be inherent in the job. 
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EMPLOYER REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 

1. Completion of a four-year degree from an accredited post-secondary institution and a minimum of  three 
years of recent-related administrative support experience with advancing levels of responsibility, or an 
equivalent combination of education, training and experience. 

2. Proven ability to address confidential matters and materials with tact and discretion. 
3. Thorough knowledge and proven ability to accurately compose standard forms of business communication, 
such as memoranda, meeting minutes and agendas, business letters and email. 
4. Be able to independently draft correspondence, minutes and reports of a routine nature based on knowledge 
of established style and practices. 
5. Proven experience in managing the multiple demands within a large and complex organization. 
6. Proven ability to take direction and complete assigned tasks on time. 
7. Proven ability to work independently under minimal supervision, exercising good judgement and initiative. 
8. Proven ability to comprehend, communicate and comply with established policies, practices and procedures. 
9. Proven ability to prioritize work and manage time effectively in an administrative environment with multiple 
demands and frequent interruptions. 
10. Proven ability to work as a constructive and cooperative team member. 
11. Superior accuracy and attention to detail, particularly in editing documents. 
12. Superior organizational skills in coordinating projects and meeting multiple overlapping deadlines. 
13. Ability to adapt quickly to technologies and rapidly changing environments. 
14. Proven excellence in interpersonal skills, with the ability to patiently and effectively deal with a diverse range 
of people in a pleasant and professional manner. 
15. Proven ability to successfully recognize, analyze and resolve problems. 
16. Typing speed of 50 wpm or faster with high accuracy 
17. A general knowledge of post-secondary education in British Columbia with particular reference to 
organization, terms and titles in common use is an asset 
18. Be able to keep simple accounting records for performance of simple addition and subtraction and allocation 
of expenses to appropriate accounts based on a general knowledge of established University and/or 
Departmental practices. 
19. Advanced knowledge of integrated administrative technologies including MS Word, MS Excel, MS Outlook, 
electronic calendars, intranet, and the internet.  Familiarity with Banner is an asset. 
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