





Working Conditions and Efforts: The physical demands and work environment characteristics
described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. The position requires a rapid pace,
some days with long hours to meet expectations, and the ability to organize, interpret, and utilize
a large volume of information.

Physical demands: The incumbent may be exposed to short, intermittent or prolonged periods of
sitting or standing in the performance of job duties. The incumbent may be required to
accomplish job duties using various types of equipment and supplies including but not limited to,
calculators, computer keyboards, telephones, writing utensils, etc. The incumbent may be
required to transport oneself to other campus offices, conference rooms and other off-campus
sites.

Work environment: Office environment. Outside travel required 20% of time. The noise level in
the work environment is usually minimal. The pace of the work requires rapid pace to synthesize
and organize large volumes of material while prioritizing duties.



