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Position Description

Academic Department Associate

POSITION SUMMARY: Administrative/secretarial support for the Department of Music. The Music Department consists of 9 full-time faculty, 14 adjunct faculty, and approximately 8 Conservatory teachers. This position provides administrative, fiscal and office support for the Music Department. The department provides courses for undergraduate degrees only. The Academic Department Associate supervises a wide variety of activities and is expected to initiate and insure the continuity of numerous department procedures and activities. 

30% 

A. PROVIDE ADMINISTRATIVE AND DEPARTMENT SUPPORT 
1. 
Provide information and referrals regarding University and Department policy and procedures to students, faculty, and adjunct faculty, offices/agencies of the University and the general public. 
2. 
Attend department meetings, take, compile, and distribute minutes. Attend workshops, seminars and other meetings   

     
related to department interests. 
3. 
Provide administrative support for department music events, candidate searches and prospective student recruitment. 

4. 
Act on behalf of the chair and faculty to ensure that required reports/university forms and academic staff payroll are submitted in order to meet regulations and deadlines. 

5. 
Collect office/class schedules and other required forms. Prioritize and complete multiple tasks at once. 
6. 
Interview, train and supervise work-study/student assistants. Prepare contracts. Organize and plan their work and schedules. Monitor and approve timesheets on UW System online. 

7. 
Develop and maintain department/program filing systems and confidential personnel files for the music faculty and 

    
academic staff. Prepare and post classroom schedule each semester. 
8. 
Contact and schedule room use for events in Multicultural Room, Yellowjacket Union, and other meeting rooms. 
30% 

B. Administration of Department Budget and Handling Monies 
1.   
Reconcile budget reports. Resolve discrepancies, prepare monthly summary.  Analyze and appraise chair of future     expenses and status of all music accounts which total 16, including Foundation accounts and 1 blanket account. 

2.   
Verify invoices. Prepare interdepartmental transfers. Calculate and charge each department account for expenses incurred. Devise and maintain department accounting system for office expenses, phones and duplicating expenses. 

3.   
Obtain price quotes from off-campus office equipment vendors, prepare purchase requisitions. Maintain inventory of 

office and department supplies. Prepare and sign orders to Central Stores, and order from Shop@UW online. 

4.   
Conduct and track on-going physical inventory of instruments, equipment, office machines, and furnishings.
5.   
Prepare/assist in preparing requests for faculty leave, travel advances and travel expense reports. Maintain files of      budgets, travel expense reports, purchase requisitions and work order requests. 
6.   

Prepare and process honoraria, stipends, work orders, equipment service reports, sales tax exemption forms, etc. 

7.  
Maintain cash flow responsibilities for revenue generated by the University Recital Series, three major ensembles, Honors events and UWS-Conservatory students. 

8.   
Prepare an audit of cash generated by ticket sales against tickets sold at the box office. Prepare a report for the Cashier’s Office that is attached to the deposit. Update ticket prices and cash handling procedures as necessary. 

9.   Make necessary deposits to accounts. Coordinate record keeping of financial transactions in the Music Department.

10.   Issue refunds/report malfunctions of the HFAC vending machines. Keep $15.00 in petty cash to issue refunds, and request reimbursement of those funds from vendor when the total is below $3.00.  
11.   Initiate transfer of funds between accounts when necessary. 
12.   Provide projected budget needs based on expenses from previous years and cost changes. Do cost comparisons.
13.   Develop, implement, and maintain budget information in Quicken software. 
14.   Initiate online field orders or use procurement card to make purchases for the Music Department. 
15.   Provide support for fall URS drive. Prepare and send out mailings, process applications received, do deposits, send reply letter, receipts, and member ticket certificates.  Document all information in URS database. 
Conservatory Teachers/Adjunct Faculty 
1. Receive calls and refer to applicable Conservatory teachers or faculty.
2. Collect contracts from Conservatory teachers indicating number of students and type of lesson they will be teaching. Post signs to alert instructors of payments due and collect the fees. Deposit collections into appropriate account. 

3.  
Use class rosters and PeopleSoft to determine credit and hours worked by adjunct faculty. Create a worksheet for this information and distribute to adjunct faculty. Make necessary changes, and use information to calculate payroll twice each semester. Submit to Payroll office. Keep file copy to answer inquiries from adjunct faculty. 

4.   
Insure that adjunct faculty are on payroll. Serve as liaison with Payroll office.
5.  
Make adjustments to adjunct faculty payroll for payments to be made for necessary performances and rehearsals. 

6.    Generate billings for student applied lesson fees and send to Cashiers Office for charges to students’ bills.  

Maintain Course Scheduling/Catalog Copy/Course Evaluations 
1.  
Assemble detailed course-scheduling information for coming academic year for Music Department. 

       2.  
Enter complete course schedule on computer using People Soft, Chair information, and previous year schedule. 

3.  
Monitor throughout the year and enter any changes, additions, or deletions to the schedule as they occur. 

4.  
Promptly inform faculty, campus offices and students of any schedule changes. 


5.  
Obtain catalog revisions from Chair and faculty. Prepare catalog copy and revisions. Send hard copy to Registrar's office. Maintain on-going file of corrections/changes for future catalogs.
       6.  
Work with Chair concerning post-tenure faculty evaluations and annual non-tenured faculty evaluations.
       7.   Process student course evaluations each semester. Calculate summary sheets and distribute to appropriate faculty, adjuncts, Dean of Faculty and Library Archivist. 
30% 

C. OFFICE MANAGER 

1.  
Notify Campus Security regarding pick-up and delivery of cashbox and tickets for Music events. 

2.  
Collect and file syllabi, final examinations and final grade sheet each semester for permanent records. 

3.  
Issue key cards to departmental faculty, staff and student workers for building and offices. 

4.  
Check out other keys as necessary to students, faculty, and student workers, such as MIDI lab, piano keys, etc. 

5.  
Request After-Hours passes from Parking Services for Music students.
6.    Format Music programs and type program copy for recitals and concerts (faculty and students).

7.    Arrange and post applied lesson jury schedule each semester. Prepare jury sheets for each applied lesson student. 
8.    Input all non-capital inventory of equipment, instruments, office items, etc. into database. 
9.   Create and maintain other databases needed by the Music Department for the purpose of record-keeping, mailing lists, form letters for mass mailings, and any other necessary reports. 

10. Update events board and display cabinet as needed for events and Senior Capstone projects/events in HFAC lobby.
11. Take requests for Thorpe Langley Auditorium use. Process and update Thorpe Langley Auditorium Calendar online and send copies to Facilities and IT Department upon approval. 

Recruitment and Hiring 
1. 
Prepare authorizations to fill a vacancy for academic staff, advertising, and maintain a RED file. 

2.
Correspond with Chair of Department about the needs and instructions for the Search Committee. 

3.    Prepare contracts for full and part-time instructors, and submit to Human Recourses for processing.  

4.   Track incoming audition requests, schedule auditions, contact students about audition times/materials, create audition list and distribute to faculty.   

5.
Assist Honors events as needed. Maintain/update High School mailing lists.  Order supplies for Honors events.  Process payments for schools and individual students, send receipts, do deposits and develop attendee spreadsheets.  Create name badges and folder labels for folders for each student. Assist in creating programs. Assist faculty with room and lunch reservations. Assist faculty in any follow-up needs. 

10% 

D. STUDENT SUPPORT/FACULTY ACTIVITIES SUPPORT 
1.    Direct and assist students regarding UWS and Department procedures and requirements.
2. 
Train work-study and/or student assistants in box office procedures and ticket audits. Assist students in ticket sales.
3. 
Send publicity information for music students' junior and senior recitals to University Relations Office.  

4. 
Maintain a record of student music lockers assigned. Check/clean out all lockers during summer. Make sure all combinations are working, change combinations during summer by contacting locksmith. Clear out all lockers that are holding archived files that are no longer needed/necessary. 

6.   Maintain a file of all concert/recital programs presented by the Music Department. Send three copies of each program 


to UW-System Administration quarterly for annual report to ASCAP.  

7. 
Perform other school-related tasks as delegated by department chair. 

8.   Assist in ordering choir dresses and coordinating seamstress for hemming dresses. 
KNOWLEDGE/SKILLS REQUIRED 
Computer skills: Microsoft Office, Windows Suite operating system, Quicken 2014, Adobe Acrobat Pro.

Operation of office equipment: Computer, laser printer, Xerox copier, fax, 10-key adding machine, scan-tron machine.
Good command of English grammar and sentence structure. 

Skilled in office procedures and practices; able to work independently; strong organizational skills; excellent interpersonal relationship skills; ability to diplomatically prioritize faculty demands on time.
Musical knowledge or prior experience in music is highly desirable, but not essential.
