
Assistant to the Office of Administration 
 

The Administrative Assistant is responsible for providing administrative services 

and support in order to ensure effective and efficient operations.  

 

A. RESPONSIBILITIES: 

The Assistant to the Office of Administration assumes the overall responsibilities as 

follows: 

 

1- Provide administrative support to ensure that operations are maintained in an 

effective, up to date and accurate manner; 

Main Activities:  

- Accept letters/documents/faxes/emails/CVs  

- Type correspondences, reports and other documents 

- Maintain office files 

- Take minutes at meetings and distribute them to all concerned 

- Coordinate repairs to office equipment 

- Answer phone 

 

2-  Provide support to the University to ensure that the University is provided 

with the resources to make effective decisions 

Main Activities:  

- Maintain confidential records and files 

- Maintain records of decisions 

- Prepare correspondences for the Director 

- Prepare documents and reports on the computer 

- Schedule President meetings, Director meetings, and other 

meetings 

- Prepare agenda for the Director meetings 

 

3- Perform other related duties as required  

 

B. QUALIFICATIONS: 

The incumbent requires a BA degree in management, administration or related field, 

with two-years working experience. 

 

i. Knowledge 

- Knowledge of office administration and bookkeeping procedures 

- Ability to maintain a high level of confidentiality concerning files and other 

confidential documents  

 

ii. Skills 



- Excellent interpersonal skills and Honest 

- Critical thinking 

- Team building skills 

- Analytical and problem solving skills 

- High level of negotiation skills  

- Effective verbal and listening communications skills 

- Effective written communications skills 

- Strong personal and organizational skills with little instruction 

- Stress management skills 

- Time management skills 

- Excellent command of English and computer literacy 

- Strong networking skills 

- Dedication to the mission of the university  

 

iii. Personal Attributes 

- Highly Responsible and confidential 

- Be honest and trustworthy 

- Be respectful 

- Be flexible, highly motivate and creative  

- Demonstrate sound work ethic   

 

C. REPORT LINE 

This position is reports to the Director for Office of Administration.   
 


