
Our company is growing rapidly and is hiring for an administrative specialist. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for administrative specialist

Provide oversight and support to the Career and Professional Development
Center Advisory Board
Provide administrative support to department leadership including email
correspondence, calendaring, presentation/meeting preparation, travel
arrangements & reporting
Develop and maintain relationships with both internal and external partners
including employers, vendors, students, University leadership and CPDC
Advisory Board members
Collaborate and Communicate effectively with all levels of staff and partners
regarding project status and needs
Create and disseminate national and University surveys to monitor trends and
to effectively evaluate departmental programming, events and partnerships
Develop communication and follow-up plans for a variety of surveys to ensure
process and service improvement occurs based on results
Work with marketing team to conduct outreach and marketing efforts for
targeted initiatives that require direct outreach to students, alumni, or other
partners
Catalog and communicate with various vendors, software, apps and resources
Review and process all hours and payroll for the entire department for 30+
staff and 40+ students
Develop and monitor budgets for special projects and department initiatives
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Supervise student leaders working on or contributing to projects or
departmental initiatives
Participate in a variety of events outside of the day-to-day responsibilities of
the Career and Professional Development Center in order to support the
success of students and alumni
Create, maintain and use databases
Monitor, order, stock, and/or maintain sufficient inventory of various materials
and supplies for supply cabinets, offices and conference rooms
Minimum 2 years of experience in office environment required
Must be able to travel for business needs (approximately 10% or less)


