

Job Description
Administrative Assistant Teacher Education Department
Updated 2024
Reports to: Director of Teacher Education
Description: 
This position is responsible for assisting the Director of Teacher Education in administrative matters relating to the overall management of the Sterling Teacher Education Program (STEP). Work involves being a liaison between the department, school districts where candidates complete field work and clinical experiences, and the state department of education.  Work is performed independently within established guidelines.  Work procedures are normally developed independently and evaluated in terms of overall effectiveness.  Position requires attention to detail, high energy, and willingness to accept responsibility. The position is full-time, twelve-month, hourly pay. Applicants interested in a part-time format may be considered. 
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.  Additionally, the successful candidate maintains these character qualities:
· tact 

· confidentiality 

· discretion 

· organization

· attention to detail
Responsibilities:
1. Responsible for monitoring and managing extensive records and files of STEP candidates, including keeping advising files current for all faculty.

2. Manage data collection and data entry for department data base; complete and accurate information is necessary for state and federal reports.

3. Disaggregate data for all licensure programs and provide updates for semi-annual meetings and reports.

4. Take notes at various meetings; generate and distribute agendas and minutes.

5. Manage the department budget, balancing category expenditure monthly.

6. Serve as support for education licensure officer.
7. Serve as support for Watermark data collection implementation.

Additional Responsibilities:

1. Knowledge of the rules, regulations, and operating procedures of STEP and KSDE.

2. Knowledge of budgeting, strong skills in working with numerical data.

3. Ability to establish and maintain effective working relationships with candidates and faculty.

4. Ability to establish and maintain strong communication with public school partners, particularly the Teacher Education Advisory Council (TEAC) and district placement personnel.

5. Ability to communicate effectively, both written and spoken.

6. Ability to affect the economy in the use of personnel, supplies, materials, and equipment.

7. Knowledge of word processing, spreadsheets, Microsoft.  Thorough knowledge of business English, spelling, punctuation, and arithmetic.

8. Knowledge of the rules, regulations, and policies related to teacher education (specifically STEP documents) and college procedures in general.

9. Ability to compose effective correspondence.
Education/Experience:
· Preferred bachelor’s degree

· Experience related to this class of work, or any equivalent combination of training and experience
· Training in all areas of responsibility will be provided. 

To Apply:
A review of applications will begin immediately and continue until the position is filled. The successful candidate must undergo a background check. Submit a letter of application, curriculum vitae, completed faith questionnaire, copies of transcripts if applicable and the contact information for three references to: Dr. Ken Brown, Vice President for Academic Affairs. The online faith questionnaire and other application information is available at https://www.sterling.edu/about/employment on the Administrative Assistant – Education Department job link. Materials are to be submitted electronically to Renee Dodson at rdodson@sterling.edu. 

