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Description

Powered by www.VelvetJobs.com

Our company is hiring for a senior project coordinator. 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 senior project coordinator

e Works closely with colleagues in Human Resources, including Compensation,
Records, Employment, Employee Relations and International Services

e Interacts closely with faculty and departmental leadership on a daily basis

o Updates websites, distribution lists, and other electronic resources

» Reviews and approves HR transactions in SAP for faculty personnel actions

* Maintains a thorough working knowledge of College policies and procedures
related to Faculty Affairs and related areas

e Provides administrative support to faculty and staff to assure continuity of
operations

o Greets visitors and directs them to the appropriate staff

e Oversees the preparation, filing, and maintenance of correspondence and
other records

o Makes copies, prints, scans, faxes, and distributes materials as needed

e Answers the telephone and assists callers

Qualifications for senior project coordinator

e Maintains and provides assistance with various reports and forms

 Assists with preparation of presentation, training, and other materials as
assigned

o Coordinates meetings, trainings, special events



e Adheres to the highest degree of professional standards and maintains a
strict and high level of confidentiality in matters that require discretion

e 1+ year experience coordinating, facilitating, and/or presenting information
to audiences in a virtual environment



