Program Assistant

Association of Public and Land-grant Universities
	The Program Assistant supports the Office of Academic Affairs in convening and guiding discussions among the provosts at the public research universities in the Association of Public and Land-grant Universities (APLU). Working with the Vice President of Academic Affairs (VPAA), the Program Assistant contributes to all aspects related to the overall management and day-to-day operations of Academic Affairs. The Program Assistant will also support, on a part-time basis, the Executive Director of a consortium of universities advancing personalized learning with technology.

 Essential Duties
· Develops and implements communication programs including locating and assembling information, and editing and tracking documents and correspondence

· Writes drafts, proofreads, edits, and distributes materials in electronic media

· Communicates with multiple constituents and outside agencies on behalf of the VPAA

· Uses web-based collaboration tools to organize, schedule, and track the work and deadlines of external committees and task forces

· Supports budget management and tracks expenditures; prepares expense reports in accordance with APLU policies and procedures

· Conference planning and management (out of town travel is required)

· Organizing and arranging committee meetings and activities

· Regularly checks and updates database records of membership

· As needed, maintains calendars and arranges travel



	Qualifications/Requirements
· Must be able to work independently from time to time and must have the ability to exercise discretion and independent judgement regarding matters of significance

· Strong communications and writing skills for various audiences and purposes (e.g., press, university leaders, general public, and funding agencies)

· Conference planning experience with budgets, logistics, and deliverables

· Experience staffing and guiding committees

· Advanced skills with office productivity software

· Budget management

· Ability to manage and coordinate multiple projects and deadlines at once

· Well organized and attentive to detail

· Strong technical and interpersonal skills and ability to work in a team
Preferred
· Master’s degree and/or demonstrated interest in learning about and improving higher education

· Experience working with higher education institutions including academic and administrative leaders

· Facility with web-based collaboration tools (e.g., GoToMeeting, Google Hangouts, Dropbox)

· Experience in web content management

 


