
UPSem Charlotte Campus
Job Description

Assistant to the Academic Dean of Union Presbyterian Seminary at Charlotte

Purpose:

The purpose of this full-time position is to provide administrative and strategic planning support to the Academic Dean of UPSem (Charlotte) and under his/her leadership provide support to the faculty.  This position also works to create opportunities for campus programs or events that extend the seminary’s outreach into the greater faith community, including area churches, pastors, and alumni.   This position is full-time (37.50 hours per week with benefits).
Responsibilities:

· Relate directly with the academic dean, faculty, administration and trustees to provide support, as needed, for all academic programs under the supervision of the UPSem Charlotte dean.
· Assist with the daily functioning of the office of the dean, which includes, but may not be limited to maintaining files, proofing/editing documents, sending correspondence, and coordinating schedules between administrative offices
· Processing reimbursements and receipts for the dean and faculty

· Assisting with strategic budget planning and oversight across Charlotte departments, as appropriate

· Administer the employment process for visiting faculty and teaching assistants.  This includes collecting documentation, providing orientation, and serving as a liaison regarding office/classroom needs
· Coordinating faculty events

· Assisting with the coordination of student life activities/events

· Update and maintain contact file and placement information on Charlotte alumni in coordination with Richmond Alumni office 
· Serve as communications liaison between departments and across campuses on  behalf of the Dean’s office or in conjunction with one of the other responsibilities  listed above

· Assist with dissemination of updates on community events, academic deadlines, or other information beneficial to the life of the Charlotte campus, including, but not limited to email, web, and facebook postings
· Other duties as assigned
Qualifications:

· Excellent organizational skills and knowledge of office management 

· Excellent oral and written communication skills

· Knowledge of all software used in the commission of the tasks listed above, particularly including the Microsoft Office suite of products
· Leadership and self-initiative
· Bachelor’s degree or higher from an accredited institution

· Excellent judgment and ability to handle sensitive matters with discretion

· Ability to work independently

· Knowledge of the churches and local faith community preferred 

Working Conditions:

· Hours projected for this position are 37.50 hours per week.  It is likely that at least some of these hours will be in support of classes that may meet at night or on the weekend (Saturday).

· Position is non-exempt, full-time, with benefits

Contact Information:

If you are interested in applying for this position, please send your resume to the Academic Dean -  Rev. Dr. Richard Boyce at richard.boyce@upsem.edu.  If you have questions, please call 980-636-1669.  Thank you.


