OKLAHOMA BAPTIST UNIVERSITY

PosiTION DESCRIPTION

Title:  Secretary Department:  Division of Teacher Education
John Farris 04/22/08 D. Joza 04/22/08
Prepared by: Approved by date

Supervision received: Chair, Division of Teacher Education

By title
Supervision given: Student Worker(s)
By title(s)
Expectations for all employees
Oklahoma Baptist University achieves its mission based upon its core beliefs. All employees are expected to
support these core beliefs and model them in their performance:
¢ Commitment to the essentials of the Christian faith.
e People are treated with dignity and respect.
e Relationships are built on honesty, integrity, and trust.
e Excellence is achieved through teamwork, leadership, and a strong work ethic
o Efficiency is achieved through wise management of human and financial resources.
Purpose:

Perform general and confidential secretarial and office management duties for the Chair of the Division of
Teacher Education, including but not limited to, greeting students, taking minutes, drafting
correspondence, scheduling appointments, organizing and maintaining paper and electronic files, and
providing information to callers.

Essential functions:

e Operate office equipment such as fax machines, copiers, and phone systems, and use
computers for spreadsheet, word processing, database management, and other applications.

e Answer telephones and give information to callers, take messages, or transfer calls to
appropriate individuals.

e Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons
according to their needs.

e Set up and maintain paper and electronic filing systems for records, correspondence, and
other material.

e Manage calendar; schedule student worker(s) and oversee time cards.

e Complete the “mail run” (to the GC) daily and distribute incoming mail and other material.

e Complete forms, including check requests and purchase orders, in accordance with
procedures.

e Review work done by others to check for correct spelling and grammar, ensure that company
format policies are followed, and recommend revisions.

e Compose, type, and distribute meeting notes, routine correspondence, and reports as
requested.

e Monitor and maintain accuracy of departmental budget.

Other duties:

Help to plan special events held by the Division of Teacher Education
Assist with recruiting activities and events

Assist with accreditation activities

Perform other duties as assigned
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Qualifications
Knowledge, skills, and abilities:

Knowledge of administrative and clerical procedures and systems. Of principles and processes for
providing customer and personal services, of the structure and content of the English language including
the meaning and spelling of words, rules of composition, and grammar.

Skill in giving full attention to what other people are saying (active listening), taking time to understand
the points being made, asking questions as appropriate, and not interrupting at inappropriate times,
managing one’s own time and the time of others, communicating effectively, using logic and reasoning
to identify the strengths and weaknesses of alternative solutions conclusions or approaches to problems.

Ability to listen to and understand information and ideas presented to communicate information and
ideas in speaking and in writing so others will understand, to see details at close range, to tell when
something is wrong or is likely to go wrong, to apply general rules to specific problems in order to

produce answers that make sense; must be able to communicate clearly, sit for extended periods of
time, pull, squat, bend, kneel, reach, stand, and lift 45 Ib safely.

Education:
High school diploma or GED required; some college or job-related training preferred.
Experience:

Prior secretarial or administrative support experience required.
Equipment:

Fax machines, copiers, phone systems, and personal computer including competence with Word, Excel
applications, and IFAS (or other program specific to OBU) budgeting and student records

Special Requirements:

Requires ability to work effectively with frequent interruptions as well as the initiative to work
independently.

Complete this section after reviewing the description with the employee.
OBU requires that supervisors review the job description with the position incumbent during the New Employee orientation and
the annual performance evaluation.

The job description was reviewed during [ [New Employee Orientation [] Performance
Evaluation*.

Employee signature Date Supervisor signature date

*If the job description needs to be revised, attach changes to the performance evaluation and submit to the
Human Resources Office.
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