
Position Description 
 

Job Title: Administrative Assistant for Biomedical Affairs and Research 

Department: Biomedical Affairs and 
Research 

Date: October 2024 

FLSA: Non-Exempt Work Location:  Auburn Campus 

Employee Category: Classified Staff Work Schedule: M-F, 8:00am – 5:00 pm 

Reports to: Associate Dean for 
Biomedical Affairs and Research 

Percent Employment:  100% 

Direct Reports: N/A 

 
I. Job Summary: Provide administrative support to the Biomedical faculty.  As time 

permits, provide administrative support to other departments within the college. 
 

II. Job Duties: 
1. Greet visitors, students, and contractors that present to the Biomedical Suite and 

direct them to the appropriate lab or office. 
2. Prepare correspondence; monthly credit card logs; purchase requisitions. 
3. Assist department faculty with Continuing Education (CE)/business travel; and 

prepare documents for faculty travel reimbursement/purchases. 
4. Responsible for Division office supply orders. 
5. Assure the Division maintains and posts faculty schedules including times set 

aside for students, teaching times and research times. Mark off weeks/times 
when unavailable due to vacations and continuing education. 

6. Provide office coverage with all biomedical administrative assistants to make sure 
someone is



13. Participate in campus-wide events including White Coat Ceremony and 
Graduation events. 

14. Serve as Administrative Assistant for the IPE (Interprofessional Education) 
Curriculum. 

15. Perform other duties as assigned. 
 
III. Required Qualifications: 

¶ Education: Bachelor’s degree or equivalent work experience. 

¶ Experience: Experience in an administrative educational environment. 
 

Skills required for this position: 

¶ Excellent interpersonal and communications skills. 

¶ Exhibit professional character and image to positively represent the College. 

¶ Position requires maintaining a high level of confidentiality. 

¶ 



Work environment: Office environment. Outside travel required 5% of time.  The 
noise level in the work environment is usually minimal, however the reception area 
with frequent visitors, phone calls and discussions may be distracting. 

 
This position is classified as a non-exempt position because it does not 



Dean:  _____________________________________________ Date: ___________________ 
 
President/Provost: ____________________________________ Date: ___________________ 

 

 


