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Cornell University

Staff Position Description

The university job title classification will be determined in accordance with the Position Classification Process. Please refer to the Guidelines for Preparing the Staff Position Description prior to completing this document.

	Current Incumbent, if any:
	 Vacant
	Position #:
	00178689

	University Job Title:
	Administrative Assistant IV
	Pay Band:
	D

	Working Title  (if different):
	Research Project Administrative Assistant
	Exempt:  FORMCHECKBOX 

	Nonexempt: X

	Department Name:
	Yang-Tan Institute
	Dept Code:
	E-YTI


	Immediate Supervisor’s Name and University Job Title:
	Michelle Podolec, Project Associate I



	Position Summary and Preferred Qualifications are combined for any associated posting.

	Position Summary: Explain the purpose for the position and summarize the responsibilities.

	Provide administrative and program support to the Project Director(s), related PIs and project personnel for externally-funded research projects in the K. Lisa Yang and Hock E. Tan Institute on Employment and Disability (YTI), which is a research, extended education and technical assistance program of a national and regional scope that provides research, information and training on disability and the workplace.  
Areas of responsibility include: providing program coordination support to project personnel for disability related projects including organizing meetings, maintaining timelines, and maintaining and distributing project-related materials; information dissemination management including proof and copy editing written materials, managing publications, conducting literature reviews and assisting in grant proposal preparation; and general administrative and fiscal support.
 
The position demands the ability to manage multiple tasks and to prioritize work on projects working simultaneously, and the ability to work successfully under pressure with minimal supervision at a variety of tasks within a fast-paced, team-oriented, diverse office setting.



	

	Required Qualifications: Specify required minimum equivalency for education, experience, skills, information systems knowledge, etc.

	· Bachelor’s Degree and a minimum of four years of experience in an office setting or equivalent combination of education and experience.

· Proven ability to successfully manage and prioritize multiple tasks while working simultaneously under pressure within a fast-paced, office environment.

· Must possess the ability to work independently.

· Demonstrated ability to exercise discretion and independent judgment.

· Ability to interact tactfully with diverse groups of individuals.

· Ability to take initiative and be a pro-active team member.

· Must have outstanding organizational skills.

· Excellent written and verbal communication skills including proofreading and editing skills and experience taking meeting minutes.

· Expertise in Microsoft products including Word, PowerPoint, Excel and Outlook calendar.
· Prior experience with event planning.

· General database operating knowledge.

	

	Preferred Qualifications: Specify preferred specialized education, field and/or certifications.

	· Minimum six years of experience in an office setting (preferably research based).

· Prior experience working with Adobe InDesign, HTML or other web development tools desirable.

· Experience in proofing and editing technical and scientific papers in the social sciences.

· Experience with project planning/management software.

· Experience with grant submission process.

· Experience with webinar event support and platforms.
· Knowledge of Cornell University travel and reimbursement and payment request policy and systems.

· Knowledge of various disability-related programs.

· Demonstrated history and continued commitment to Cornell University’s ideals and “Staff Skills for Success”








Skills
Examples of Demonstrated Behavior








	Responsibilities/Essential Functions:  List the position’s assigned responsibilities and estimate percentage of annual time spent on each responsibility.  Include only the essential functions that are fundamental and necessary to the position.  

	
	Approximate % of time, Annualized

	Training Program and Conference Coordination:

· Provide research coordination and support to the Co-PIs and related project personnel, and external/sub-contractors by applying an understanding of organizational priorities to determine and organize meetings, using judgment and initiative. 

· Assist in managing research project timelines and tasks on a quarterly basis through use of online project management tools.

· Assist Project Directors in monitoring the responsibilities and progress of subcontractors toward meeting agreed-upon deliverables.  
· Log and archive products, deliverables and reports across project activities.
· Schedule and coordinate distance learning programs, including the marketing, registration, database maintenance and customer assistance.  

· Send certification (CRC / HRCI) requests to YTI certification coordinator.
· Assist Project Directors to maintain communications with funding agencies, Advisory Board(s)/Committees, external consultants, and the general public.  
· Participate in construction of quarterly and annual project reports, scheduling of regular team and sub-contractor, consultant, and external panel of experts meetings and teleconferences.
· Prepare and disseminate minutes with careful attention to accuracy, action items and timelines for team members.
· Prepare project correspondence, research reports, and information for the public, using existing materials and templates; also includes design, maintenance, oversight and management of work plans, requiring knowledge of multiple research projects and close collaboration with multiple staff.
· Maintain project calendars and travel itineraries of Project Directors and staff.
· Coordinate meetings and remote conferences between YTI team, funders and/or sub-contractors, managing all logistics such as room reservations, technical logistics, refreshments, calendars.  
· Communicate by way of phone and written correspondence with training and technical assistance participants, authors, subcontractors, vendors, and other entities requiring project knowledge.  

· Review project web sites for accuracy, timeliness, and upcoming events and initiate or implement updating. 
· Coordinate materials required for intermittent contract work for project staff including creating new or editing existing materials in Word, InDesign or PowerPoint and accessiblizing materials as needed.

· Responsible for instructing and overseeing work of student workers.
· Routine clerical duties for unit as needed including telephone coverage.  
· Other responsibilities as assigned.
	50%

	Information Dissemination Management:
· Maintain and distribute project-related materials
· Proof and copy edit (for grammar, word usage, clarity, and flow) written materials to include conversion to PDF, Braille, text and/or HTML format while utilizing knowledge of best practices regarding accessibility of materials to persons with disabilities and using advanced levels of word processing.  
· Conduct initial literature reviews utilizing key word searches. 
· Provide assistance in preparing research briefs as well as peer-reviewed publications; conference submission of abstracts including minor graphic design support in PowerPoint, Word, or other programs for presentations
· Manage the input of publications into the Library Digital Commons.  
· Assist Co-PIs with the preparation, assembling and distribution of presentation slides and materials such as draft reports, materials and charts to distribute at conferences. 
· Coordinate the schedule of presenters, multimedia materials design/production, media outreach, venue suitability, accessibility of location and materials, and subsequent development of affiliated publications and digital productions.  

· Manage a library of publications, both in print and electronic format and in the Mendeley reference system.
· As needed, provide grant proposal preparation assistance including editing and formatting of grant application, often from multiple writers, including reference citation checking.
	40%

	General Administrative & Fiscal Support: 

· Process P-card purchases, travel reimbursements and advances and payment requests.
· Procure supplies for projects as needed using eShop. 
· As needed, assist with travel and lodging arrangements for project staff and visitors.
	10%

	Total

Additional Comments:  Use extra pages if necessary.
	100%


	For each factor below, check the phrase that best fits the characteristics of this position

	

	Minimum Education equivalency:
	Complexity of Work / Decision-Making:

	High School Diploma
	 FORMCHECKBOX 
Predominantly follows established procedures, practice,

	 FORMCHECKBOX 
Training 6 months to 1year, technical trade-no degree
	policy; makes routine decisions within prescribed limits

	 FORMCHECKBOX 
Associate’s Degree
	X Occasionally adapts procedures to resolve unusual cases;

	X Bachelor’s Degree
	make some decisions requiring consideration of criteria

	 FORMCHECKBOX 
Training beyond Bachelor’s, less that Master’s Degree
	 FORMCHECKBOX 
Frequently adapts procedures to resolve questionable cases;

	 FORMCHECKBOX 
Master’s Degree
	often makes decisions requiring consideration of criteria

	 FORMCHECKBOX 
PhD/EdD/JD/ or LLB
	 FORMCHECKBOX 
Occasionally develops practice, suggests policy changes to

	 FORMCHECKBOX 
MD/DVM
	resolve difficult cases 

	Minimum Job-Related Experience:
	 FORMCHECKBOX 
Often develops practice, assists/influences decisions,

	 FORMCHECKBOX 
Less than 6 months
	recommends policy changes to resolve difficult cases and

	 FORMCHECKBOX 
6 months to 1 year
	address emerging organizational change

	 FORMCHECKBOX 
1 to 2 years
	 FORMCHECKBOX 
Regularly develops policy to address organizational change;

	 FORMCHECKBOX 
2 to 3 years
	regularly makes policy-setting decisions

	 FORMCHECKBOX 
3 to 4 years
	Scope of decision-making activity:

	X 4 to 5 years
	X Functional area within department or minimal

	 FORMCHECKBOX 
5 to 7 years
	student/employee effect

	 FORMCHECKBOX 
7 but less than 10 years
	 FORMCHECKBOX 
Multiple functional areas with limited student/employee

	 FORMCHECKBOX 
More than 10 years
	effect

	Accountability through Scope of Impact:
	 FORMCHECKBOX 
Entire department or moderate student/employee effect

	 FORMCHECKBOX 
Limited; immediate group/department
	 FORMCHECKBOX 
Several departments or significant student/employee effect

	 FORMCHECKBOX 
Moderate; beyond the department
	Direction Received:

	 X Substantial; beyond college/admin unit
	 FORMCHECKBOX 
Detailed instructions or guided by standard policy/procedure

	 FORMCHECKBOX 
Significant; beyond university
	 FORMCHECKBOX 
General Supervision

	Interaction within University:
	X Very general direction

	 FORMCHECKBOX 
Receive/provide information
	 FORMCHECKBOX 
Little guidance; considerable latitude for exercising 

	 FORMCHECKBOX 
Assist others; provide/obtain cooperation
	judgment and self-direction

	X Provide guidance/coordinate activities/contribute to 
	Support Skills-Writing

	work groups
	 FORMCHECKBOX 
Limited writing required

	 FORMCHECKBOX 
Coordinate major activities/sensitive situations
	X Usually issues standard responses

	 FORMCHECKBOX 
High level interaction; considerable diversity, highly
	 FORMCHECKBOX 
Frequently writes non-standard responses

	sensitive and/or confidential
	 FORMCHECKBOX 
Frequently writes extensive, non-standard responses based on

	Interaction with Students:
	specialized knowledge, interpretation of data and/or research

	 FORMCHECKBOX 
None to limited
	Support Skills-Computer

	X Occasional; provide information
	 FORMCHECKBOX 
Limited use of computers; uses basic communication and

	 FORMCHECKBOX 
Frequent; provide advice on complex issues or provide 
	time-collection tools

	instruction on more complex equipment
	 FORMCHECKBOX 
Uses basic business/technical programs/applications to

	Interaction Outside University:
	perform responsibilities

	 FORMCHECKBOX 
Limited
	X Uses a variety of basic and advanced business/technical

	X Conduct straightforward business; provide information
	programs/applications to perform responsibilities involving

	 FORMCHECKBOX 
Conduct complex business; 
	data management and analysis

	provide/receive/analyze/develop guidance and advice
	 FORMCHECKBOX 
Uses a wide-variety of advanced and complex

	 FORMCHECKBOX 
Develop/make presentations and negotiate
	business/technical programs/applications to manage data,

	Directing Others:
	systems, and information technology infrastructure;

	 FORMCHECKBOX 
No responsibility for others
	applies programming skills

	X Occasional guidance to co-workers
	 FORMCHECKBOX 
Applies advanced programming skills for wide-variety of

	 FORMCHECKBOX 
Supervises others who perform similar work
	advanced and complex business/technical

	 FORMCHECKBOX 
Supervises, assigns and reviews work of others
	programs/applications to refine/develop systems,  

	 FORMCHECKBOX 
Manages supervisors
	information technology and data infrastructures.

	 FORMCHECKBOX 
Broadly directs managers
	

	

	Working Conditions

	Essential Physical Requirements*
	Visual
	Hazards

	 FORMCHECKBOX 
Typically lifts less than 10 lbs
	X Normal concentration
	X Limited exposure

	X Typically lifts 10 to 20 lbs
	 FORMCHECKBOX 
Close concentration
	 FORMCHECKBOX 
Chemicals/careful use

	 FORMCHECKBOX 
Typically lifts 20 to 50 lbs
	 FORMCHECKBOX 
Close concentration/manual dexterity
	 FORMCHECKBOX 
Chemicals/safety precautions

	 FORMCHECKBOX 
Typically lifts more than 50 lbs
	 FORMCHECKBOX 
Acute concentration/eye-hand coordination
	 FORMCHECKBOX 
Highly toxic chemicals


Date:_3/24/17____








Staff Skills for Success





(The following skills are essential for individual and organizational success)





Shows respect for differences in backgrounds, lifestyles, viewpoints, and needs in reference to areas such as ethnicity, race, gender, creed, and sexual orientation


Promotes cooperation and a welcoming environment for all


Works to understand the perspectives brought by all individuals


Pursues knowledge of diversity and inclusiveness








Inclusiveness





Is flexible, open and receptive to new ideas and approaches


Adapts to changing priorities, situations and demands


Handles multiple tasks and priorities


Modifies one's preferred way of doing things








Adaptability





Enhances personal knowledge, skills, and abilities


Anticipates and adapts to technological advances as needed


Seeks opportunities for continuous learning


Seeks and acts upon performance feedback








Self Development





Demonstrates the ability to express thoughts clearly, both orally and in writing


Demonstrates effective listening skills


Shares knowledge and information


Asks questions and offers input for positive results








Communication





Builds working relationships to solve problems and achieve common goals


Demonstrates sensitivity to the needs of others


Offers assistance, support, and feedback to others


Works effectively and cooperatively with others 








Teamwork





Demonstrates accountability in all work responsibilities


Exercises sound and ethical judgment when acting on behalf of the university


Exercises appropriate confidentiality in all aspects of work


Shows commitment to work and to consequences of own actions





Shows initiative, anticipates needs and takes actions


Demonstrates innovation, creativity and informed risk-taking


Engages in problem-solving; suggests ways to improve performance and be more efficient


Strives to achieve individual, unit, and university goals





Is approachable/accessible to others


Reaches out to be helpful in a timely and responsive manner


Strives to satisfy one’s external and/or internal customers


Is diplomatic, courteous, and welcoming











Stewardship








Motivation








Service-Minded





* Check applicable level after considering reasonable accommodations.
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