
CIVIL SERVICE POSITION DESCRIPTION 
 

 
INCUMBENT:    CSN:         FLSA STATUS:___EX______              
 
PRESENT CLASSIFICATION:   ADMINISTRATIVE ASSISTANT     DATE:    06/10/2022 

 
DEPARTMENT/UNIT:   FACILITIES MANAGEMENT 

 
 
FUNCTION 

The function of this position is to assist the Executive Director of Facilities Management in 
maintaining the smooth and efficient operation of the Department of Facilities Management. 
 
ORGANIZATIONAL RELATIONSHIP 

This position reports to the Executive Director of Facilities Management.  The Executive Director 
of Facilities Management reports to the Associate Provost for Finance and Administration who 
reports to the Dean and Provost of the School of Medicine. 
 
DUTIES AND RESPONSIBILITIES 

The following information is intended to be representative of the work performed by the incumbent 
in this position and is not all-inclusive.  The omission of a specific duty or responsibility will not 
preclude it from the position if the work is similar, related, or a logical extension of the position 
responsibilities. 
 
Demonstrates, by actions, commitment to the mission and behavioral standards of SIU School of 
Medicine.  Provides excellent service to both internal and external customers through 
collaboration and partnership; compassion and respect; integrity and accountability; diversity and 
inclusion; as well as continuous learning and improvement. 
 

I. Administrative Support & Coordination     75% 
 

 Advises and provides executive, administrative support to the Executive Director of 
Facilities Management through the efficient coordination and implementation of all 
activities, projects, meetings, etc. that fall under the purview of the Executive Director. 
 

o Maintains and manages the Executive Director’s calendar to ensure effective 
time management and engagement.   
 

 Coordination for all recurring meetings with external contacts as well as 
with internal managers, stakeholders, project managers, etc.   
 

 All travel activities and plans such as transportation, lodging, etc. as 
regulated by University guidelines. 

 
o Prepares and provides the necessary materials for all meetings and projects under 

the purview of the Executive Director of Facilities Management which may include 
coordination with external stakeholder/contractors in order to gather and organize 
all necessary materials deemed important. 
 



 Coordinates and prepares agendas, meeting minutes and other materials 
for use by the Executive Director, at various standing institutional meetings. 

 
o Coordinates all activity between the Department of Facilities Management and 

the Executive Director’s internal staff, external units, and outside 
agencies/contractors.  This requires maintaining professional, working 
relationships with all external and internal stakeholders.  

 
o Responsible and accountable for the completion and dissemination of all SIU 

SOM & SIU HC lease and license documents as prepared by the Property 
Management Team within the Facilities Management Department. 

 
o Responsible for the supervision of the Administrative Aid, in the absence of the 

Executive Director, relating to all tasks that fall within the purview of the Property 
Management Team within the Facilities Management Department. 

 
o Responsible for preparing all Board Matters for approval by the Board of 

Trustees on behalf of the Executive Director of Facilities Management. 
 

o Responsible for the coordination of all Facilities Management inquires and 
resolves issues that require the interpretation, explanation and justification of 
administrative and programmatic policies and procedures on behalf of the 
Executive Director. 

 
o Reviews and updates project and meeting schedules on a daily basis. 

 
o Creates high level, professional documents and presentations (at times 

containing sensitive and confidential information) for the Executive Director and 
assists with technical support as needed. 

 
o Serves as the departmental liaison for all committees as assigned by the 

Executive Director. 
 

o Maintains and organizes all files, both physical and electronic, for the Executive 
Director and develops policies for maintenance as necessary. 

 
o Coordinates and assists the Executive Director with performance evaluations for 

all direct reports. 
 

o Coordinates schedules, agendas, committee membership rosters, and activities 
regarding functions and responsibilities of Facilities Management. 

 
o Coordinates personnel resources and informational needs for the managers of the 

divisions of the Department of Facilities Management. 
 

o Coordinates and manages secretarial services within the Department of Facilities 
Management as needed. 

 
o Supervises and responsible for ongoing records management program and serves 

as the Records Administrator for the Department of Facilities Management. 
 



II. Information Coordination        25% 
 

o Provides executive, administrative support for routine and special projects many 
of which involve sensitive and confidential issues. 

 
o Provides appropriate information about the School of Medicine and the University 

to persons within the organization and to external inquirers.  Handles requests for 
information and prepares correspondence with limited need for supervision or 
guidance from the Executive Director.  

 
o Manages all aspects of the Laserfiche document storage system for the 

Department of Facilities Management including staff access, training, and 
scanning and filing of all documents into the repository. 
 

 
SKILLS AND ABILITIES NEEDED FOR THE POSITION 

 
1. Ability to develop appropriate criteria, methods, and procedures to be utilized 

in order to solve problems. 
 

2. Ability to work independently. 
 

3. Excellent oral and written communication skills. 
 

4. Thorough understanding of the University, School of Medicine, and 
departmental policies, procedures, concepts, and laws in order to function 
effectively. 

 
5. Must possess above average organizational abilities, including the ability to 

determine priorities in daily activities, both for short and long-range projects. 
 

6. Initiative, creativity, and self-motivation are essential in order to complete 
assigned tasks, as well as the willingness and ability to act independently. 

 
7. Ability to handle multiple projects efficiently is essential. 

 
8. As a member of the central administrative service unit, the incumbent must 

demonstrate a willingness to assist others within the department and within the 
School whenever possible. 

 
9. Ability to maintain confidentiality when working with sensitive issues or 

confidential information. 
 

10. Ability to work with financial information associated with the operations and 
function of Facilities Management. 

 
11. Sensitive to the needs of underrepresented minority populations. 

 
 
 
 



RESPONSIBILITY 
 

1. Supervisory Controls – This position requires independent decision-making 
and the ability to work with minimal direction.  Assignments are made orally 
and by written communications from the Executive Director. 

 
2. Guidelines – The emphasis is on results allowing the incumbent to set 

priorities, determine methods and procedures, and seek guidance only when 
necessary.  All activities are subject to the policies and procedures of the 
School and the University, the rules of the Board of Trustees, and the laws of 
the State of Illinois. 

 
DIFFICULTY 

 
1. Complexity – The position is complex, ranging from general secretarial support 

to preparing forms and reports, contributing information for reports, preparing 
personnel forms and requests, and generally responsible for the smooth flow 
of work in the Executive Director’s office. 

 
2. Scope and Effect – This job is completed with a minimum of supervision; 

frequently the incumbent must strive to keep the Executive Director updated 
on the status of work being performed. 

 
PERSONAL CONTACTS 

 
Contacts are made in person, by e-mail, and by telephone with all levels of administration, faculty, 
and staff of the medical school and affiliated hospitals, representatives of the Chancellor’s Office, 
the President’s Office, and various other offices on the Carbondale campus and state agencies 
such as the Illinois Board of Higher Education, Capital Development Board, Illinois Department of 
Public Health, and Illinois Environmental Protection Agency.  The purpose of these contacts is to 
answer questions, deliver and/or gather materials, schedule meetings, transmit messages, gather 
information, etc. 

 
ENVIRONMENTAL HEALTH AND SAFETY RESPONSIBILITIES 

 
Participates in meetings, trainings, and other environmental, health, and safety activities as 
required by SIU School of Medicine. 

 
WORKING CONDITIONS 

 
The pace of the office is demanding and requires organization and planning.  Work often requires 
numerous steps and contacts from initial assignment through completion.  Some will require that 
the incumbent develop techniques to determine the most efficient method to complete tasks.  The 
incumbent must be creative and enjoy challenges. It is essential that the incumbent be able to 
learn the multitude of new programs and equipment required as technology advances. 

 
The incumbent must be able to work independently without supervision and possess the ability to 
be actively involved in multiple projects and handle each with accuracy and efficiency. 

 



The incumbent must possess a sense of organization and priority as well as the ability to exercise 
discretion and sound judgment in making decisions and in personal contacts.  The incumbent 
must have the ability to work under pressure with short turn-around. 

 
The incumbent must be aware of political implication of projects handled by the department and 
understand the necessity of confidentiality.  See attached Physical & Environmental 
Requirements form. 
 

 
 
INCUMBENT: ___________________________  Date _____________ 
 
 
 
REVIEWED BY: _________________________  Date _____________ 
   Immediate Supervisor 
 
   
      _________________________  Date _____________ 

    Department Head/Chair 
 
 


