
Our growing company is looking for an administrative & program specialist. Please
review the list of responsibilities and qualifications. While this is our ideal list, we
will consider candidates that do not necessarily have all of the qualifications, but
have sufficient experience and talent.

Responsibilities for administrative & program specialist

Coordinate with other extended education units student support, operations,
payroll
Remain current in PeopleSoft database skills in order to assist as necessary
with student and faculty requests
Additional Program Activity
Evaluate programs using enrollments, instructor and student feedback to
make recommendations for continuing existing courses and programs, and
implement changes and revisions
Liaison with university personnel, including personnel at the Oakland and
Concord centers to ensure program needs are met, including working with
faculty, reprographics, and facilities reservations
Resolve complaints and issues related to instructors
Refer issues as necessary to Director(s) of Programs
Provides direct leadership, oversight, and management of the Office of
Military Commission (OMC) administrative support staff
Develops/plans OMCs short and long-term services and business
requirements
Oversees the day-to-day operating procedures, distribution systems and
practices, records management/disposition, conference planning, Purchase
Card Program, contract management, procurement, funding

Example of Administrative & Program Specialist Job
Description
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Demonstrated ability to handle multiple work priorities, organize, and plan
work and projects
A valid California Driver's license is required within three months of the date
of hire for the operation of any vehicle required for this position
Must be able to complete the Defensive Drivers Training Program provided
by the State of California for CSU campuses
Master's degree in Student Personnel, College Administration or a related
field
Possession of broad knowledge and skills in programming/event
management in academia preferred
Resumes will not be accepted in lieu of completing the work experience
section of the application


