UNITED FACULTY OFFICE ADMINISTRATOR

JOB DESCRIPTION –

This is a regularly scheduled full-time, 12-month, 40-hour confidential position in the office of the United Faculty, the collective bargaining agent for the Contra Costa Community College District.  The United Faculty is an equal opportunity employer and welcomes applications from all qualified candidates.

GENERAL DUTIES –

Included in the duties of the office administrator are:

· Manage the United Faculty office

· Answer telephone calls, respond to emails, provide information to UF members

· Produce and distribute UF correspondence and other documents as directed by the UF president and independently as needed

· Schedule meetings and reserve rooms at the colleges as needed

· Serve as recording secretary at Executive Board meetings and other meetings as required

· Maintain permanent files and records

· Maintain a master calendar for the UF office

· Research and compile information as requested

· Provide information to district personnel and students as needed

· Proofread and publish UF newsletter and other public documents

· Use personal vehicle (mileage reimbursed) for the distribution of Table Talk (UF newsletter), ballots, and other materials as needed to all colleges and District Office

· Move UF files to storage at an off-site facility when needed

· Interview, recommend for hire, and supervise office assistant if needed

· With the UF president prepare and distribute agenda and information for the Executive Board meetings

· Using Quickbooks, pay bills, process payroll, deposit monthly payroll taxes, process quarterly payroll and year-end payroll reports, process W2s and 1099s at year end, and prepare monthly, quarterly and yearly financial statements

· Provide financial records to the auditor for the yearly audit and tax returns

· Prepare yearly UF budget with input from the President and Treasurer

· Maintain UF website using Dreamweaver or other software

· Prepare political action reports for the political action fund as required by the Fair Political Practices Commission and stayed informed of changes in reporting requirements

DESIRED QUALAIFICATIONS –

Knowledge of:

· Office procedures and practices, including filing systems, telephone techniques, letter and report writing

· Proper English usage, vocabulary, spelling, grammar and punctuation

· Microsoft Word, Microsoft Excel, Quickbooks, Dreamweaver, In Design
· Must possess a valid California driver’s license, Class I

Ability to:

· Deal effectively with a wide variety of personalities and situations requiring confidentiality, diplomacy, friendliness, poise and firmness

· Analyze situations and make decisions in procedural matters without immediate supervision

· Think and act quickly under pressure

· Learn new computer software as needed

· Conduct research on the internet

· Learn the UF/District Agreement in order to answer basic questions

PHYSICAL DEMANDS –

This is essentially an office and desk job.  Lifting of 15-20 lbs. may occasionally be necessary during deliveries.  The use of a computer keyboard and other manual tasks involves coordination and repetitive use of both arms and all fingers.  Near vision is required for most duties.

WORKING CONDITIONS –

There is limited exposure to conditions such as dust, fumes, odors, or noise.  A video terminal is used on a daily basis.

SALARY –

The starting yearly salary range is $45,552-$56,892 depending on education and experience.  Per the District’s Management, Supervisory and Confidential Employees Personnel Manual there is a one-year probationary period.  Following the successful completion of the initial probationary period, the employee shall be considered permanent and shall receive a step increase.  These step increases occur automatically on July 1st yearly and increase salary every year until the maximum step is reached.  Step increases follow the District’s Salary Schedule for “Confidentials.”  The President may recommend advancement to the next range once the top step has been reached.  

BENEFITS –

The UF shall provide the same benefits provided by the CCCCD to all full-time employees subject to the conditions stipulated in Article 21.11 of the UF/District Agreement.  These include:  health, dental, vision, and an employee assistance program for the employee and dependents; life insurance and a parking permit will be provided for the employee only.

Contributions to a SEP IRA shall be made for the employee in the percentage of salary equal to that contributed by the District to PERS for confidential employees.  The employee must pay into Social Security.  If the employee chooses not to receive health benefits contributions, he/she shall receive a monthly amount equal to the Kaiser single rate.

The UF pays retiree health and dental insurance and one-half of dependent’s premium for an employee who attains 80 points (age + years of service in the UF job); the UF pays on-half of the employee’s premium and one-fourth of dependent’s premium for an employee with 70 to 79 points.

HOW TO APPLY –

Send a cover letter and your resume to: Jeffrey Michels, United Faculty of CCCCD, Diablo Valley College, 321 Golf Club Road FO-121, Pleasant Hill, CA  94523.  We will begin our screening process on Monday, March 31, and continue until the job is filled.

