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Job Title:  
Office Administrator
Department:
Title III Programs and Budget Office
Reports To:
Director of Title III Programs and Budget Office
FLSA Status:
Non-Exempt
Job Summary

We are seeking an organized, self-motivated office administrator to assist in managing the Title III Programs and Budget Office. In this position, you will manage a variety of administrative tasks such as answering calls, organizing mail, directing visitors and other administrative duties that may arise. As you will provide office support and coordinate office activities, a positive attitude and attention to detail are a must.
Essential duties and responsibilities 

· Welcome visitors and providing assistance as needed

· Monitor and maintain office equipment, inventory supplies and order replacement supplies as needed

· Create, update and maintain all records

· Assist with bookkeeping 

· Organize conference room scheduling 

· Interacts with the director and carries out requests
· Assist with travel arrangements 

· Prepare correspondence, documentation or presentation materials

· Monitor incoming and outgoing mail; receiving and sign for mail/packages from couriers and deliver to proper recipients

· Assist with documenting activities related to the grant
· May take care of website functions and social media profiles

· Other duties as assigned

Requirements and Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Associates’ or Bachelor’s degree preferred
· 2-3 years’ experience as an office administrator or related field

· Experience equivalencies may be accepted for education
· Prior experience handling administrative responsibilities 

· Proficient computer skills, including Microsoft Office Suite (Word, PowerPoint and Excel)

· Scheduling appointments and updating calendars

· Willingness to learn and grow 
· Excellent written and verbal communication skills

· Highly organized multitasker who works well in a fast-paced environment
AAP/EEO Statement
WV State University Research and Development Corporation is an Equal Opportunity/Affirmative Action Employer and does not discriminate against any person because of race, sex, age, color, religion, national origin or disabilities.
Please send cover letter, resume, unofficial transcript, and recent letters of recommendation from three professional references with contact information to:

Eric L. Jackson, Director for Title III Programs and Budget Office 
West Virginia State University Research and Development Corporation, POB 1000, 200 ACEOP Admin Bldg.,

Institute, WV 25112.

PREFERRED: Information accepted as e-mailed in Word or PDF format to

rdemployment@wvstateu.edu  Position is open until filled.

