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	Vacancy Notice
Limited to current ASU, U/A, NAU and Arizona Board of Regents' Staff


	

ADMINISTRATIVE ASSISTANT
ED LEADERSHIP & POLICY STUDIES 





	STAFF REQ NO:
	U-110885
	SALARY:
	$26,085-$26,085

	POST DATE:
	03/11/2003
	FTE:
	100%

	LOCATION:
	ASU Main Campus
	WORK HOURS:
	8AM - 5PM, M-F

	DURATION:
	Regular
	JOB GRADE:
	M32

	JOB CLASS:
	070300
	FLSA TYPE:
	Non-Exempt

	JOB TYPE:
	Classified Staff
	 
	 

	Deadline is 5pm, 03/28/2003 
Scheduled closing deadlines that fall on a non-business day at ASU will be extended to the next ASU business day. 


	


DUTIES AND RESPONSIBILITIES: Privately funded project to last until 2004 with possible extension to 2006. Person is to work with doctoral students, faculty and businesspersons, elected officials, and educators from five southwestern states as well as executives of professional organizations. Performs a variety of administrative and/or secretarial support services; opens and reviews all incoming mails; answers inquiries and composes correspondence; screens incoming calls and visitors; word process reports; maintains calendars and files; arranges travel reservations and itineraries; handles ADVANTAGE payments of project expenses; and anticipates and prepares background materials. 

MINIMUM QUALIFICATIONS: Four years directly related experience; OR, Certificate in Secretarial Science AND three years of directly related experience; OR, any equivalent combination of experience and/or education from which comparable knowledge, skills and abilities have been achieved. 

DESIRED QUALIFICATIONS: Experience using computer applications: Word 98, Excel, PowerPoint, Access, and Publisher. Demonstrated knowledge of ADVANTAGE financial system. Demonstrated knowledge of English/Spanish. Effective communication skills. 

GENERAL INFORMATION: The Hispanic Border leadership Institute was founded by a grant from the W.K. Kellogg Foundation in 1996. It now has funding from the Ford Foundation and Lumina Foundation. Its mission is to improve the education of Latinos from Pre-K to graduate school. HBLI fulfills its mission in three ways; 1) conducts workshops for elected Latino school board members, 2) organizes information sessions for Latino middle school students and their parents, and 3) conducts research. This is a grant-funded position; continuation of employment past 2004 is contingent upon funding. 

TO APPLY: Submit cover letter, resume and the names, addresses, and phone numbers of 3 professional references. Specify job title and the Staff Request Number. Any application that lacks any requested item must be rejected; or departments may provide the opportunity to all applicants to provide missing items prior to screening. 



ASU does not pay candidates for travel expenses associated with interviewing, unless otherwise indicated by the department at the time of call for interview. Work experience must be verifiable to include employment dates. ASU offers generous benefits to its eligible employees including vacation leave, paid holidays, sick leave, self & dependents-reduced tuition, retirement, group life insurance, long-term disability coverage, medical insurance programs, flexible benefits plan and dental insurance plans. You may view our web site at http://www.asu.edu/hr/jobs/.


	TO APPLY:
Submit material listed above specifying job title and 
SR# U -110885 by 5 pm to:
Arizona State University, Box 875612, Tempe, AZ 85287-5612
FAX 480-965-6640 resumes@asu.edu 
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	HR Customer Service Center 
Arizona State University is an equal opportunity/affirmative action employer.


