Job Description

 Job Title:  
Teacher Education Programs and Registrar’s Office Support Assistant

Departments:  
Education and Registrar's Office

Supervision:  
Executive Secretary to the Dean of Academic Affairs (Lynda Vogler) 


Assignment:  
10 months August through May

Date:  

May 2013

Job Summary (Education Assistant):
· Writes, edits, and maintains a record of minutes and letters for Education Department, Teacher Education Committee, and Advisory Board
· designs and coordinates communication materials including the both the departmental and program webpages using Macromedia Contribute

· Tracks and maintains contact with recent Education Alumni

· Manages communication for cooperating schools, the Teacher Education Committee, and the Education Advisory Board, Education alumni, and prospective Hanover students interested in Education
· participates in Education Department planning
· Maintains and troubleshoots and provides instruction on all technology used in Newby Hall including PCs, Macs, Promethean Boards and peripherals, laptop, projector, multiple iPads, cameras, video equipment and more

· Coordinates and implements annual Student Teacher Share Fair Open House and Senior Dinner.

· Assists with coordination of budget and departmental funds including tax information for professional stipends and payments.
· Submits all payments and requisitions via My Hanover

· Assists faculty with paperwork
· Assists with Education off-campus courses and events details
· Assists with NCATE exhibits and records for accreditation
· Coordinates CPR class each term with HC security personnel
· Conducts internet surveys of alumni and Decision Point 4 principals
· Manages social media presence (Twitter, Facebook, web pages)

· Maintains confidential teacher candidate records, police records checks, and teacher licensing exams

· Maintains spreadsheets detailing teacher candidate status

· Serves as office and Department receptionist
Job Summary (Registrar Office Support Assistant):
· Plans, coordinates, and manages Cultural Events Course each year including student workers, payroll, facilities, enrollment, attendance, and reporting to assist Assistant Registrar.

· Works with Administrative Computing, IT, and Registrar’s Office to schedule all campus final exams for Fall and Winter/Spring terms.  Assists with addressing any problems or concerns regarding test schedule and constantly strives for improvement with regards to timing, conflicts, and convenience.
· Coordinates College cultural events with College faculty, student employees, College calendar, and student records; creates College final exam schedules with faculty and the Registrar; and represents the College and Education in a professional manner.

· Orientation assistance for new faculty (all departments)


Job Qualifications:  Experience in professional settings; high level of communication skills.
Education required:  High school diploma

Physical/Emotional Standard:   Dependable and professional disposition; ability to work cooperatively with a variety of people; available for Monday through Friday office hours as well as other occasions as requested by the Education Department Chair or Director of Teacher Education.
