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Job Title: University Service Associate II
Working Title: Educator Development Program Assistant
Shift & Hours of Position:  Full time position – 7:45am – 4:30pm





Position Summary
The person in this position will provide administrative support for the faculty and Director of Certification in  the Educator Development program, including performing administrative duties related to all Educator Development credit course offerings, and providing coordination of the Clinical program within the Educator Development program.

Essential Duties and Responsibilities
50%
A.   Administrative Support for the Educator Development Program

1.  
Address community questions regarding IPED offerings via telephone or in person. 

2.  
Staff front desk in the reception area of the office.

3.  
Monitor voice mail and email.     

4. 
 Coordinate schedules and calendars of Educator Development staff to schedule regular 
meetings.

5.  
Participate in IPED retreats and meetings and keep accurate records of meeting agendas 
and minutes
6.  
Keep accurate financial records of all Educator Development expenses.  

7
Maintain an office credit card and work with Purchasing to allocate expenses and 
maintain records of  


purchases.

8. 
 Maintain the Educator Development website.

9. 
 Serve as the contact between Educator Development staff and Creative Services.

10. 
Serve as the contact between Educator Development staff and Business Services.

11. 
Handle all travel expense requests, payment to individual requests, purchasing requests, etc. by filling out the appropriate paperwork, maintaining the appropriate records and working with Business Services to see the process through to the end.

12.  
Serve as the contact between Educator Development staff and Human Resources.

13.  
Work with HR to make sure all staff contact information is current and up to date.

14. 
 Oversee the maintenance of all office equipment – phones, computers, copy/fax machine, printers, etc.

15.
 Oversee the ordering of office supplies.

16.
 Maintain the overall cleanliness of the office.

17. 
 and maintain good working relationships with other University program assistants.

25%
 B: Administrative Responsibilities for the Educator Development Credit Course Offerings
1. 
Prepare reports: data entry, project data, mailing lists, record keeping, policies and procedures, and schedules relating to the operation of the Educator Development office and its programs as directed by faculty and the Director of Assessment and Verification.  Revise policies and procedures affecting the administration of programs.

2.
 Enter all necessary information in UW-Parskide's SOLAR system for all Educator Development undergraduate and graduate credit courses, assign course numbers.

3. 
Coordinate all communication in regards to the SOLAR System with UW-Parkside's 
registrar's office. 

4. 
Create course folders for each course and set up filing system for all course information.

5.  
Collaborate with Registrar’s to schedule room/location for on-site course/workshop 
offerings.

6.  
Work with the Registrar’s office for course catalog updates

7.
 Process all requests received via email, mail, SOLAR system, telephone and/or in 
person.

8. 
Oversee the creation and distribution of the course permission numbers in collaboration with the Advising Center liaison and faculty.

9. 
Monitor course and workshops size. 

10. 
Duplicate all course/workshop materials for instructors' course/workshops.

11.
Order books and/or materials needed for the courses/workshops.

12. 
Set up all media equipment reserved for the instructor.

13. 
Order course evaluations for all Educator Development courses and distribute with 
faculty.

14. 
Process completed evaluations and maintain a record for faculty and department.

25%      C: Assist the Clinical Program
1.        Work closely with relevant faculty members to develop timeline and task 
responsibilities for

the Clinical program.

2.        Serve as contact between faculty member and the district contacts to coordinate 
meetings.
3.        Maintain the database of student placements.
4.        Keep accurate records of student placements by student and also by semester.

Update the correspondence, forms, spreadsheets each semester with the new dates, 
locations, and
contacts.
5. 
 Handle the distribution of correspondences using mail merges each semester.
6. 
Compose correspondence, maintain and oversee mailings, files, contracts and all 
program related materials.
7. 
Update the website with any new dates, contacts, etc. having to do with the Clinical 
program.
8. 
 Work with the appropriate offices to ensure that all payments are made in a timely 
manner to supervisors and cooperating teachers each semester.
9. 
Support faculty and Director of Certification and Assessment with the assessment 
process for the clinical program.

. 

Essential Knowledge and Skills
Required: 
Experience in dealing with confidential information and sound application of judgment. 
Excellent verbal and written communication skills.  Ability to facilitate conversations and meetings.  Ability to efficiently manage workload in a fast-paced, constantly changing environment.  Ability to set, meet goals and achieve them accordingly, including coordinating with others outside of the group to get things done.  Ability to handle tasks with numerous interruptions and under strict timelines.   Ability to relate to prospective and continuing students.

Proficient computer skills including Microsoft Office, email, internet, and process/project management tools.
Preferred:  
Experience using organizational and time management techniques.

Experience with developing and maintaining professional working relationships with a campus community or institution, community leaders, agencies and others. 
Experience with communicating complex information in an understandable fashion to a diverse audience. 

Responsible for Money or University funds? 
No
Ergonomic Requirements:
Sufficient mobility and dexterity to move around. Must be able to retrieve and carry materials from shelving and cabinets, including standing, walking, stooping, bending, kneeling, lifting  and reaching into drawers and onto shelves; ability to work with keyboard, mouse, and monitor for extended periods of time; ability to travel occasionally. 

