STERLING COLLEGE

Job Description
Administrative Assistant for Advancement/Alumni

Reports to: Vice President for Advancement and Alumni Relations

Classification: This is an hourly non-exempt position

Description: At Sterling College our people and our processes are key elements to being successful. An administrative assistant is the supportive force behind that success. We are currently seeking the ideal person who, first and foremost is a follower of Christ and fits well with the Christian mission of Sterling College. They will also be a problem solver with excellent communication skills and impeccable attention to detail. This person will have previous experience working in an office environment, performing administrative tasks, and providing support to coworkers.

Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College. The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.
· Demonstrate and articulate a personal Christian faith in Jesus Christ.
· Exemplify and articulate the Sterling College Mission, Vision and Values.
· Excellent verbal and written communication skills.
· Committed to strong customer service and to enhancing a culture of excellence.
· Proven ability to interact and communicate effectively.
· Strict adherence to ethical standards and ability to maintain donor and strategic confidentiality.

Responsibilities:
The Administrative Assistant for Advancement/Alumni, with great attention to detail, will:
· Ensure accuracy and timeliness in processing gifts and receipts
· Learn all aspects of the Raiser’s Edge and Jenzabar computer systems that are pertinent to this position
· Work with the vice president and director of development to plan and arrange alumni and donor visits and trips
· Assist in certain Alumni programs
· Receive and make calls on behalf of the Advancement/Alumni office
· Direct messages accurately and timely
· Process accurate and timely reports as needed
· Assist the director of stewardship in mailings, ensure proper inventories of needed stationary supplies and other office supplies
· Schedule departmental meetings utilizing the Outlook calendar system
· Perform other duties as assigned


Education/Experience:
· High school diploma required
· 2 or more years of related professional experience (experience in a higher education environment preferred)
· Proven ability to interact and communicate effectively. Excellent verbal and written communication skills 
· Ability to multi-task, prioritize and set goals in a deadline-oriented environment. Strong attention to detail
· Experience with Microsoft Office Suite
· Preferred experience working with a donor database software system Raiser’s Edge and Jenzabar. Definite willingness and ability to learn these programs
· Must be a team player, committed to what is best for the College and should set a good example to co-workers by work ethics and habits. Will need to set goals and adhere to them and create an atmosphere that encourages collaboration, interaction, input, and feedback.

Essential Job Functions:

· Must be able to push, pull, and lift, up to a minimum of 25 pounds
· Must be able to walk up and down stairs
· Be able to coordinate movement of the fingers and hands as well as have the adequate dexterity and strength to complete tasks
· Be able to use upper extremities to frequently press against something with steady force in order to thrust forward, downward, or upward
· Frequently bend body downward and forward by bending spine at the waist
· Be able to stand and move about regularly
· Be able to sit for long periods of time.

*Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with our without notice.
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