
Assistant to the Office of Student Academic Affairs  
 
The Assistant for the Office of Student Academic Affairs is responsible for keeping 
the files of all documents related to students, as well as keeping track of students 
and reporting the status of students to the Director for further action. S/he must 
also keep track of all decisions related to students, provide counseling to students 
and remind them to implement certain decisions. Additionally, s/he must draft 
reports on students’ statistics for the Director to review.      
 

A. RESPONSIBILITIES: 
The Assistant to the Office of Student Academic Affairs assumes the overall 
responsibilities as follows: 
 

- Draft letters, memos, and announcements when needed; 
- Arrange the Director’s schedule for meetings with students and faculty and 

other meetings as needed;  
- Help in exams preparation;  
- Follow up on assignments and decisions; 
- Maintain documents and files related to students; 
- Maintain assets and inventory of the office, keep it up to date by working 

with Office of Administration; 
- Follow up with students’ attendance and update students attendance into the 

database system;   
- Assist in organizing students’ activities as needed;  
- Disseminate information to students as needed;  
- Perform other related duties as required.  

 

B. QUALIFICATIONS 
The incumbent requires a BA degree in Education, English, Management, or other 
relevant field, with two years working experience related to the scope of work.  
 

i. Knowledge 

- Knowledge about Office Assistants 

- Maintain a high level of accuracy and confidentiality concerning students’ 
files and other confidential documents and information.   
 

ii. Skills 

- Excellent interpersonal skills and Honest 

- Team building skills 

- Effective written and verbal communication skills 

- Strong personal and organizational skills with less instruction 

- Time management skills 

- Excellent command of English and computer literacy 

- Strong networking skills 

- Be dedicated to the mission of the university  
 

iii. Personal Attributes 

- Friendly 

- Highly responsible and confidential 



- Honest and trustworthy 

- Respectful 

- Flexible, highly motivated, and creative  
 

C. REPORT LINE 
This position is required to report to the Director and Deputy Director for the Office 
of Student Academic Affairs.  


