
WILLIAM JESSUP 
UNIVERSITY 

JOB TITLE: 

DIVISION: 

SUPERVISOR: 

Administrative Assistant 

Faculty of Humanities and Social Sciences (FHSS) 

Dean of FHSS (Rocklin) 

MAJOR PURPOSE: 

This position is assigned and approved by the Office of the Provost and provides logistical end 

administrative support for the mission and operations of the FHSS. This role will coordinate and assist with 

policies, pro-cesses and procedures related to the coordination of TUG, ADC and graduate programs within 

the division as follows: 

ESSENTIAL DUTIES AND RESPONS'BILITIES: 

1. Assist with the communication and coordination of the academic programs in Rocklin and San Jose

campuses under the direction of the Dean with an emphasis on the Masters in Psychology Counseling

(MACP) program.

2. Provide administrative and secretarial support to the Dean as requested.

3. Screens incoming calls and correspondence and responds independently when possible with

discernment.

4. Assist the Office of the Provost with the logistical side of recruiting and supporting the faculty.

5. Assists Provost Office with processes for recruiting, hiring and training of the core and adjunct faculty.

6. Organizes and maintains file systems and files correspondence and other records.

7. Creates and maintains database and spreadsheet files.

8. Composes and prepares confidential correspondence, reports, and other complex documents.

9. Assists with specific projects related to the long term goals of the FHSS and Jessup, such as strategic

planning, fiscal responsibility, etc.

10. Fulfills other duties that are assigned by the Dean.

EDUCATION/EXPERIENCE: 

• Associate's degree (AA.) or equivalent from two-year college or technical school; or six months to
one year related experience and/or training; equivalent combination of education and experience.

e This is a 12 month position, 20 hours per week.

REQUIRED KNOWLEDGE/EXPERIENCE: 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are presentative of the knowledge, skill, and/or 

ability required: 

SKILLS/ ABILITIES: 

• Skill in the use of PC/MAC and related software.

• Ability to plan, develop and coordinate multiple projects.

• Ability to read and write at a level appropriate to duties of the position.

• Ability to gather date, compile information, and prepare reports.

• Strong organizational skills and detail oriented.




