
 

 

 
 
 
OFFICE MANAGER, DIVISION OF SOCIAL SCIENCES  
 
JOB SUMMARY 
The Office Manager for the Division of Social Sciences primary responsibilities include the coordination and 
completion of administrative activities within the Division of Social Sciences.   

A sincere interest in students, excellent communication skills, and support of the University’s mission are also 
required. The appointee to this position also must be able to demonstrate a familiarity with and understanding 
of a small and residential campus that values personal attention and collegiality. 

The employee is required to attend all relevant training opportunities and informational meetings arranged by 
the University.  The employee is also eligible for University funding toward additional opportunities for 
professional development. 
 
This position is a 10-month, full-time with benefits appointment. 
 
DUTIES AND RESPONSIBILITIES 

• Assisting the divisional dean in the management of the division budget 
• Conducting monthly reconciliations of the divisional budget with the financial statement reports from the 

Office of Administrative Services 
• Completing required paperwork for all divisional purchases and expenditures; verifying accuracy of 

account numbers, obtaining appropriate signatures, and submitting to the divisional dean for 
authorization 

• Assisting the divisional dean with travel arrangements and campus itineraries for faculty candidates 
• Taking attendance and recording minutes at scheduled divisional meetings 
• Attending the monthly meeting for the Academic Office Managers 
• Recording minutes at academic committee meetings upon request 
• Timely distribution, collection, processing, and archiving of all divisional course evaluations  
• Collecting and archiving syllabi for all credit-bearing divisional courses; reviewing syllabi to ensure their 

compliance with University Catalog 
• Establishing and maintaining databases and records for day-to-day divisional operations 
• Securing maintenance/repair of divisional equipment as needed 
• Assisting faculty in the use of divisional equipment as needed 
• Photocopying or scanning materials for divisional faculty upon request 
• Assisting the divisional dean in preparing course offerings, reserving classrooms, and finding solutions 

for scheduling conflicts 
• Entering course offerings into the University’s registration database, with attention to accuracy and 

compliance with database requirements 
• Picking up and delivering the division’s mail 
• Answering telephone calls to the divisional office, and transferring calls for divisional faculty as needed 
• Maintaining a supply inventory for the division’s usage, and ordering supplies as warranted 
• Supervising student workers assigned to the division, including the posting and approval of student 

workers’ time cards 
• Interacting courteously and helpfully with University visitors, guests, students, and employees 
• Posting class cancellations and other messages on behalf of divisional faculty 
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• Updating messages on divisional slideshow and in divisional marquees within the Boreham Business 
Building and Walker Hall Education Department 

• Overseeing the facility request process for Boreham Business Building and Walker Hall Education 
Department working in collaboration with the Office of Student Affairs and the Director of Conference 
Services 

• Collaborating with Public Safety, Maintenance, and Housekeeping to ensure the security, functionality, 
and cleanliness of Boreham Business Building and Walker Hall Education Department; processing and 
following up on all work orders relevant to the Boreham Business Building and Walker Hall 

• Other duties as assigned 
 
SKILLS AND ABILITIES 

• Experience working with Microsoft Office Word Pro, Excel, and PowerPoint 
• Experience working with I-pads 
• Punctuality and attention to detail 
• Strong communication and organizational skills    
• Familiarity with higher education and college students 

 
 

QUALIFICATIONS 
  Required:   High School Diploma or GED 
  Previous experience as administrative assistant or office manager 
 
  Preferred:   Associate or Bachelor’s Degree  
 
University of the Ozarks reserves the right to consider an equivalent combination of education, training, and/or 
experience necessary to perform successfully the major duties and responsibilities of the position. 
 
APPLICATION PROCEDURES 
Send a letter of interest, résumé, and three to five professional references to Karen Schluterman, Director of 
Human Resources. 

• E-Mail, with MS-Word or pdf attachments (for applications): HumanResources@ozarks.edu 
• Mail: Attn: Director of Human Resources, University of the Ozarks, 415 N. College Ave., Clarksville, AR 

72830 

Applications received by Monday, July 15, 2019 will be assured of full consideration. 

ABOUT UNIVERSITY OF THE OZARKS 
Ranked in the top ten of southern region comprehensive baccalaureate institutions by U. S. News & World 
Report, the University of the Ozarks is a Presbyterian-related institution that blends the liberal arts and 
professional preparation in a student-centered environment emphasizing quality teaching and student learning. 
The university serves a diverse group of approximately 870 students from the United States and abroad on a 
beautiful campus in Clarksville, Arkansas, located along I-40 approximately 90 miles northwest of Little Rock, 
nestled between the Arkansas River and the Ozark Mountains. Recent major gifts have enhanced the 
academic program and other campus initiatives. For more information about the University of the Ozarks, visit 
www.ozarks.edu. 
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