Job Description

WATERLOO

Job Title: Department Assistant

Department: Civil & Environmental Engineering
Reports To: Administrative Assistant to the Chair
Jobs Reporting: None

Salary Grade: UsG 4

Effective Date: April 2023

Primary Purpose

The responsibilities of this position encompass a wide variety of tasks. The main responsibilities are to
provide first point of contact and as such must be knowledgeable, congenial, and act as department
receptionist to facilitate the day-to-day operations of the Department of Civil & Environmental Engineering
(CEE). This position is supervised by the Administrative Assistant to the Chair and is accountable to the
Administrative Officer.

Key Accountabilities

Administrative Support for the General Operation of the Department

Acts as receptionist by responding to diverse general questions independently, promptly, and
courteously by telephone, email, and in-person

Determines the nature of needs and directs individuals to the appropriate staff member, office, or
resource based on a thorough knowledge of the department and the University

Manages all bookings for CEE meetings and seminar rooms

Maintains office and coffee supplies for the department, faculty, and staff

Monitor’s daily operation of the department printer, photocopier, including troubleshooting and
processing request for repair, monitoring supply of paper, toner, or other supplies, and replenishing
as necessary

Creates and provides reports for the Xerox usage, creating codes for courses, staff, faculty, and
students.

Coordinates and distributes mail and shipping package services for the department

Oversees telephone and general maintenance request

Provides and ensures confidentiality of printed materials, such as course materials, mid-terms, and
exams

Maintains the departmental faculty and staff directories

Processes key permits and tracks all key/fobs issued within the department

Assists with the allocation of space to all students, guest and visitors ensuring all health & Safety
requirements are completed before rooms are allocated. Creates and distributes all welcome
packages to all Visitors and Post-Doctoral Fellows

Assists with a space audit each term providing a summary report to the Space Committee

and maintains signage for all CEE Spaces

Assist with department events; including department meetings, student events and competitions,
award ceremonies and social events as requested

Acts as the Secretary for the Health & Safety Committee, and the CEE Space Committee
Assists with updating the non-academic content of departmental website; updated events,
department news, webpages, web forms, and contact details and galleries, etc.,
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o Designs departmental posters, invitations, brochures, etc.

¢ Maintains the position’s procedure manual

e Assists with special projects and other duties as assigned by the Administrative Assistant to the
Chair or Administrative Officer

Physical Resource Maintenance
e Submits all maintenance, custodial and other service request to Plant Operations
e Informs Plant Operations of emergencies E.qg., spills, floods, etc. that need immediate attention to
ensure these facility issues are handled promptly and appropriately
e Tracks all work request for repairs, caretaking, cleaning, etc. associated with CEE space
¢ Notifies occupants of services interruptions (electrical outage, water shutdown, etc.) building
maintenance, or construction-related disruptions

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.

Required Qualifications

Education
o Post-secondary degree/diploma or equivalent combination of education and experience.

Experience
e 1-2 years of administrative and/or customer service experience
o Experience within an academic environment as asset

Knowledge/Skills/Abilities

e Strong working knowledge of Outlook, Word and Excel are required

e Excellent interpersonal and communications skills, both oral and written,

e Strong organizational skills and problem-solving skills,

¢ Time management skills including adaptability and flexibility to react to unexpected and
time sensitive demands,

¢ Ability to work both independently and in a collaborative team environment, with the capacity to
work effectively and efficiently in a complex, fast-paced and changing environment with numerous
deadlines and priorities,

o Knowledge of UW policies and procedures an asset.

Nature and Scope

o Contacts: Internally, communicates with faculty, staff, students, research staff, and other UW
departments and academic support units. Externally, this position will have contacts with vendors,
prospective students, and visitors. In all cases the incumbent will be expected to provide a wide range
of general information to inquiries.

e Level of Responsibility: Strong initiative to respond independently to inquiries that are specific in
nature and require a thorough knowledge of established policies and procedures. Independent
judgment in time management and task prioritization to resolve both routine issues or unusual or one-
time requests. Responsible for creating a favorable first impression that reinforces the department’s
reputation.

o Decision-Making Authority: Independent decision-making within a delegated area of authority.
Required to use initiative, tact, discretion, and to be sensitive to various situations and information.
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Receives specific instructions on unusual problems or matters that depart from established practice.
Refers non-routine, sensitive and complex inquiries, or complaints to appropriate staff.

e Physical and Sensory Demands: Must possess mental fortitude and patience in cross-cultural and
inter-personal relations with a large clientele. Must lift, push, or carry supplies and materials up to 15
kg, bend below the waist, reach above shoulder level, use step stools.

e Working Environment: Regular working hours, no travel. Front line environment with constant
interruptions. Periodic high volume and conflicting requests. Many interact with individuals who are
dissatisfied, difficult or demanding and have varying expectations.



