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SENIOR OFFICE ASSISTANT II – UPWARD BOUND 
DEFINITION:
Under general supervision, to provide staff assistance in the daily operations of the Upward Bound grant program; to prepare and monitor the program budgets; to coordinate events and programs; to maintain files with grant specific documentation; and to perform related duties as assigned. The position is contingent on continued grant funding.

CLASSIFICATION:

· FLSA Non-Exempt

· Classified – CSEA 

· Date Modified: October 2012

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Maintains records of UB expenditures; reviews and verifies budget codes, purchase order numbers, bank statements and invoices, identifies discrepancies, and works with other college departments to resolve them; prepares fund transfer requests
· Collects, compiles, summarizes and analyzes program and student statistics; inputs to computer and maintains databases for data tracking, reporting, communication, and outreach
· Enters data into and maintains Upward Bound related information in the college’s management information system
· Prepares a variety reports on program statistics, services, and activities; prepares correspondence
· Establishes student files, and FRC and Moodle accounts for new participants
· Assures appropriate documentation is included in student files and files are systematically organized
· Maintains equipment and office supply inventory and assesses equipment needs

· Maintains and updates website(s) and Facebook group

· Prepares brochures, flyers, newsletters, and other promotional materials
· Assists/participates in coordinating special events related to the program

· Performs outreach/recruitment activities under direction when necessary
· Attends, conducts and/or participates in a variety of committees and meetings
· Provides clerical support for the program
Knowledge of:

· Microsoft Office Suite or other office suites. Basic business arithmetic and clerical accounting procedures
· Correct English grammar, spelling and punctuation
· Formats and standards for typed and word-processed materials
Skill in:

· Tracking program budgets
· Establishing and maintaining a variety of records, data and required reports
· Assisting in the planning of special events related to the programs
· Database software use
· Communicating effectively with high school and college students, parents, and school staff
MINIMUM QUALIFICATIONS:  

· Completion of high school or GED

· Two years of responsible general clerical experience
Other Requirements:

· Must be able to work some weekends, nights, and alternative schedules.  Position requires limited travel
· Typing at a rate of 45 words per minute
· Valid driver’s license

DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Experience equivalent to an Associate’s degree in a field related to the program area

· Two years of experience in program support or operations    
· Background similar to the program participants desired
· High School and or Community college experience preferred
· TRIO experience
· Bilingual Spanish

· Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Ability to lift 30 lbs
· Manual dexterity to operate keyboards and manipulate papers
· Speech and hearing to communicate effectively in individual and group settings
· Vision to read text, forms and computer screens
This work is performed in a variety of settings on- and off-campus.
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