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Position Title:
Administrative Assistant to Vice President of Interpretation and Exhibitions

Classification:
Full-time position 

Position Summary: 
Assist with management and operation of Interpretation and Exhibitions


Reports to:

Vice President of Interpretation and Exhibitions

Duties and Responsibilities

· Performs a broad range of administrative and clerical tasks and provide a high level of service and assistance

· Work closely with staff in all departments to support all activities relating to Interpretation and Exhibitions.

· Ensure vice president is appropriately prepared for daily activities.

· Assist staff in Interpretation and Exhibitions.

· Type correspondence and written material related to projects.

· Analyze departmental administration and propose and implement strategies for improvement.

· Reviews incoming correspondence and identifies items of special interest to vice president and other staff. Screens items that can be routinely handled and prepares appropriate responses. 

· Read and analyze incoming memos, submissions, and reports to determine significance and plan for action.

· Reconcile and coordinate reports with other departments as needed

· Schedule meetings and appointments

· Organize administrative files, maintain records, files, and archives related to exhibitions and projects.

· Prepares routine correspondence, documentation, forms, or statistical reports.

· Attend meetings to record minutes.

· Review, approve, code, and submit invoices for payment

· Assist with materials needed for presentations to students, staff and to the public.

· Serve as liaison with IT and equipment consultants to ensure that hardware, software and phone system concerns are resolved.

· Arrange travel, including research, flight and accommodation arrangements, and expense reimbursements

Education and Skills

· Bachelor’s Degree

· Minimum of 2 years paid experience

· Excellent analytic, planning, and organizational skills

· Thrives as part of a team with diverse experience, expertise, skills and objectives.

· Strength in multi-tasking, goal-setting and workload prioritization.

· Ability to balance competing priorities, complex situations, and tight deadlines

· Excellent research skills.

· Excellent verbal and written communication skills

· Strong knowledge of general office administration

· Diplomatic and tactful manner

· Attention to detail; creative self-starter

· Ability to work collaboratively within a team

· Accountability and strong follow-through

· Knowledge of a broad range of software, including Excel, Word, and PowerPoint; and with PC and Mac computers; and willingness to learn new software

· Interest in architecture, infrastructure, Chicago history, informal education

· Sense of humor and an ability to have fun while doing important detailed work!

Please send cover letter and resume to HumanResources@architecture.org no later than March 12, 2010. Letter and resume must be submitted as attached Word files. File names must begin with applicant’s last name.

No phone calls please. We regret that we are unable to acknowledge each application.
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