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I.
Job Description
II. 
Required Education
III.
Required Experience

IV.
Primary Duties/Essential Functions
· Responsible for daily electronic timekeeping as it applies to the scope of this position.
· Regular, punctual attendance as required by the supervisor based on department needs.
· Performs other duties as assigned by the supervisor.

V. 
Skills
· Strong written and verbal communication skills.  
· Ability to manage details and follow through.  
· Must be collaborative and an effective team member and team builder.
VI.
Mental Demands

· In agreement with the purpose and goals of Azusa Pacific University in providing a Christian-based higher education for its students.

VII.
Physical Demands

· Requires repetitive motion and sitting at computer keyboard.  
· Hearing and speaking on the telephone. 
· Meetings may require walking and/or driving to various University locations. 
· Ability to pull, push, bend, grasp, reach and lift up to 20 lbs. 
· Must be able to climb stairs multiple times in a work day.
VIII.
Visual Demands

· Computer monitor and reading.
IX.
Environment

· Pleasant office setting, comfortable temperature.
X.
Technologies

· Proficient in Google Apps., Microsoft Office, Word, and Excel.
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