
Job Posting 
 

Position Department Reports to 
Administrative Assistant Academic Affairs Vice President of Academic 

Affairs 
 
 
Grace College and Seminary welcomes diversity, and makes employment opportunities available to all 
applicants and employees without regard to race, color, pregnancy, age, ancestry, national origin, 
disability, citizenship status, military status, genetic information, or any other legally protected category. 
 
Scope of Responsibilities:  
Perform a variety of administrative and executive duties in support of the Vice President of Academic Affairs. 
 
General Responsibilities: 
  
A. General duties: 

1. Uses discretion and independent judgment to fulfill general executive office duties related to the 
management of the Academic Affairs office regarding both internal and external constituencies. Acts on 
behalf of the Vice President of Academic Affairs as necessary. 

2. Schedules all appointments for the Vice President of Academic Affairs. Uses discretion in determining 
the priority of follow up with all constituent contacts. 

3. Serve as an institutional information contact person for the Academic Affairs office. Uses discretion and 
independent judgment in the handling of information that is of a sensitive or confidential nature. 

4. Assist in the preparation of all written documents relating to the Academic Affairs office including 
drafting of memos, letters and papers.    

5. Assist part-time faculty members with various needs on campus including providing class lists upon 
request, provide password for access to class list and for inputting grades.  As well as acting as their 
liaison to other areas of campus as needed. 

6. Serve as hostess for faculty workshops. 
7. Provide ongoing assistance to the Vice President of Academic Affairs for miscellaneous projects. 

 
B. Additional duties: 

1. Set up form and compilation of surveys and evaluations such Alumni survey and course evaluation. 
2. Assist with the administration of the ACT exam. 

 
C. Supervision:  

1. Supervise part-time personnel and student worker(s) in the Academic Affairs office including 
interviewing, hiring, training, planning, assigning and directing work, coaching, appraising 
performance, rewarding and disciplining employees, addressing complaints, and resolving 
problems. 

2. Must have a mindset of mentoring employees under supervision. Should be able to lead in a way 
that sets a good example, promotes teamwork, and encourages a positive, efficient work 
environment.  
 

Qualifications:  
Minimum:  

1. Proficient in the use of the Microsoft Word, Microsoft Excel, Power Point, and Internet Explorer. 
2. Competent keyboard skills to produce accurate and well-presented reports. 
3. Able to understand, create, and present information in forms, tables, and spreadsheets. 
4. Able to deliver effective results, meet tight deadlines and targets. 
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5. Should be an effectual communicator verbally as well as through writing skills. 
6. Should be committed to diversity and equality culture. 
7. Must have excellent customer service skills. 
8. Desire to join and contribute to the Grace community. 

 
Preferred:  

1. Experience in the education field. 
2. Familiarity with electronic classroom management systems (i.e. Chalk and Wire, Moodle, 

LearningHouse) 
 
 
Status: Part Time; Non-Exempt 
 
A completed employment application, resume, 2 employment references and a spiritual life reference 
must be submitted in order to be considered for employment. Applications are available in the Human 
Resource Office or can be downloaded at http://www.grace.edu, Employment. Applications are 
submitted by email to employment@grace.edu. 
 
Posted:  9-9-19 
 
 

http://www.grace.edu/about/employment/faculty/staff-applications

