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DIVISION ADMINISTATIVE ASSISTANT 
 

SALARY GRADE:  C1-44 
 
DEFINITION:   
 
Under the direction of a Division Dean, provide administrative assistance for a Division Dean, faculty and staff; independently 
coordinate the day-to-day administrative operations of the Division office, interacting with the public, students, administrators, 
faculty and staff. 
 
EXAMPLE OF DUTIES AND RESPONSIBILITIES: 
 
Depending upon assignment, duties may include, but are not limited to, the following: 
 

1. Provide administrative assistance for a Division Dean, faculty and staff; independently coordinate the day-to-day 
administrative operations of the Division office, interacting with the public, students, administrators, faculty and staff. 
 

2. Compile and maintain confidential information including evaluations of faculty and staff, hiring information, grievances 
and complaints. 
 

3. Serve as a liaison between the Division Dean’s office, the College and District personnel; interpret, implement and 
disseminate District and Division policies and procedures to the public, faculty, students and staff; relieve the Dean of 
routine administrative duties. 
 

4. Utilize various computerized systems including the District’s Financial Records System, Student Information System, 
Human Resource System and Maui System. 
 

5. Monitor division budgets and fiscal management process; initiate and track expenditures; order office and instructional 
supplies as needed and maintain appropriate inventory. 
 

6. Assist in the preparation and maintenance of Division curriculum; coordinate the preparation of class schedules 
including computer input, schedule conflicts and disputes and informational brochures; schedule and maintain a 
calendar of events, meetings and workshops. 
 

7. Screen and process Academic Petitions and obtain supplemental information, departmental recommendations and 
signatures. 
 

8. Train and direct student assistants. 
 

9. Assist in the process of the Selection and Tenure Committees in the hiring of new faculty; coordinate faculty and staff 
absences; initiate, process and track leave reports. 
 

10. Compile and organize information for specific projects, reports and requisitions; design various Division forms and 
reports. 

 
11. Operate a computer and related office equipment; administer the maintenance of office equipment. 

 
12. Serve as a resource for counselors and evaluators regarding Division courses, changes, policies, prerequisites and 

future schedules. 
 

13. Maintain a variety of reports, records and files. 
 

14. Perform related duties as assigned. 
 



 

EMPLOYMENT STANDARDS: 
 
Knowledge of: 
 

1. Assigned Division programs, course offerings, degrees offerings and curriculum. 
2. District organization, operations, policies and objectives.  
3. Modern office practices and procedures. 
4. Record-keeping techniques.  
5. Operation of a computer and related office equipment. 
6. Correct English usage, grammar, spelling, punctuation and vocabulary.  
7. Oral and written communication skills.  
8. Telephone techniques and etiquette.  
9. Interpersonal skills using tact, patience and courtesy.  

 
Ability to: 
 

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, religious, 
and cultural backgrounds, disability, and sexual orientation of community college students, faculty and staff. 

2. Provide administrative assistance for a Division Dean, faculty and staff. 
3. Independently coordinate the day-to-day administrative operations of the Division office, interacting with the public, 

students, administrators, faculty and staff. 
4. Prepare, organize and track Division curriculum. 
5. Maintain records and files. 
6. Assemble, organize and prepare data for records and reports.   
7. Communicate effectively both orally and in writing.  
8. Operate a computer and related office equipment. 
9. Type at least 55 words net per minute from clear copy.  
10. Establish and maintain cooperative and effective working relationships with others.  
11. Plan and organize work independently. 
12. Complete work with many interruptions. 
13. Understand and work within scope of authority.  

 
Education and Experience 
 
Any combination equivalent to: 

 
1. Associate’s degree in a related field. 
2. Three (3) years experience in secretarial or administrative work. 

 
WORKING CONDITIONS: 
 
Environment: 
 

1. Office environment. 
  

Physical Abilities: 
 

1. Hearing and speaking to exchange information in person and on the telephone. 
2. Dexterity of hands and fingers to operate computer keyboard. 
3. Seeing to read various materials. 
4. Standing for extended periods of time. 
5. Reaching overhead, above the shoulders and horizontally. 
6. Bending at the waist, kneeling or crouching. 
7. Lifting, carrying, pushing or pulling heavy objects up to 30 lbs. 
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