Master of Science Program Coordinator

General Duties/Description: 

The Master of Science Program Coordinator for the Department of Architecture will coordinate and manage operations of various administrative and academic services concerning the MS degree program. The Master of Science program currently has one specialty track in 'Design Computing, has three core faculty who are active in leading-edge research, in addition to teaching 100 undergraduate and 200 graduate students in the general departmental setting. The MS degree program is a new program that would start in Academic Year 2003 (first advertisement of the program to appear Summer 2002, and admission to happen in Winter 2003). The program would grow over time to about 10 admissions per year. 

The Program Coordinator reports directly to the MS program faculty advisor and the Department Chair and serves as the business manager and administrative support representative for the academic program. The Coordinator will exercise independent judgment in the field as the representative of the MS degree program, and will interpret and apply departmental policies and regulations in interaction with students, instructors, other University departments, outside vendors, and funding agencies. 

Characteristic Duties and Responsibilities: 

General Administration

* Prepare and compile course offering material, regular office mailing and administration for advertising and responding Request for Information, and answering questions.

* Interact with external groups and individuals as required. Respond to queries from private organizations, individuals, affiliates, donors, general public and potential new students as necessary.

* Organize or assist with special departmental functions such as end-of-year graduation reception for students and their families; holiday festivities; retirements; special social events including alumni and visitors; workshops, seminars and other events as required.

* Evaluate and track department matching fund commitments. 

* Prepare scholarship and fellowship awards; advise committees regarding funding restrictions and resource availability. 

*  Prepare summer quarter budget.

* Coordinate visitor seminar/colloquium program logistics. Initiate corrective action when necessary. 

* Monitor program activities in relation to established program goals and institutional policies. 

* Make travel arrangements for guest speakers, instructors and staff. Process all invoice vouchers and travel expense vouchers, and monitor status of payments. 

* Independently communicate with instructors, University departments, and outside vendors to process training program materials. 

* Edit all materials for accuracy, appearance, readability and style. 

* Organize programs and events. 

* Maintain financial spreadsheet for contract training program using EXCEL; reconcile financial documents with BAR/BSR, and maintain filing system for financial documents. 

* Process and maintain files on instructor contracts. Maintain database information on all instructors and vendors. 

* Assist in the preparation of continuing education grants and contracts proposals and assist other staff in office related duties as needed. 

* Perform complex word processing tasks such as merging, sorting, integrating text with graphics, spreadsheets, and database files, uploading and downloading from email attachments. 

* Assist in the preparation of periodic reports and reporting documents. 

* Manage the scheduling of weekly meetings and assist MS Program faculty with occasional secretarial duties. 

Student Affairs/Course Requirements

* Counsel graduate and undergraduate students on procedural matters. 

* Prepare verification of student employment status. 

*Work closely with department's undergraduate and graduate committees. 

* Trouble-shoot student concerns utilizing various University departments. 

* Assist with internal course listings and faculty/TA assignments.

* Accumulate and maintain statistical data to generate reports, surveys and respond to College, University and peer institution inquiries. 

* Collect thesis, reports from peer institutions.

* Act as liaison between the chair, faculty, staff and students of the department and other campus and non-campus offices. Interpret, counsel, and implement institution, department and program admission, graduation policies and procedures

Requirements: 

Bachelor’s Degree with two to three years management experience with increasing levels of responsibility. Must have excellent skills in the areas of oral and written communication, report and spreadsheet preparation, and academic problem solving in a university environment.  Experience in the program specialty to include:

* Computer skills: significant experience with word processing and spreadsheet (i.e., Excel) software; experience with databases for registration of participants and instructors. 

* Must be detail oriented and be able to prioritize tasks. 

* Accuracy in record keeping is required. 

* Must be flexible and have ability to simultaneously manage multiple projects and a variety of duties and demands as well as have the ability to work under pressure with many deadlines. 

* Ability to think creatively, work independently, prioritize tasks, and make decisions independently. Demonstrate excellent judgment and problem-solving abilities. 

* Must demonstrate professional written, oral, and interpersonal communication skills, including excellent phone demeanor. 

* Must be able to function successfully as a team member; work cooperatively with other staff and faculty at the Department of Architecture.

* Must demonstrate effective cross-cultural sensitivity and use culturally-sensitive communication skills.

Equivalent education/experience will substitute for all minimum qualifications.

Desirable: 

* Knowledge and experience in conference management. 

* Experience in related fields of design and/or computing. 

* Knowledge and experience in administration of multiple contract training programs and/or continuing education programs in a University setting. 

* Knowledge of University systems, including budget monitoring of grants and contracts, invoicing, invoice vouchers, and other expense voucher forms. 

* Knowledge of State of Washington travel regulations and per diem rates, experience in scheduling travel and processing travel expense vouchers. 

* Experience in using office and graphics software.

 * Office experience in a human service setting desirable. 

* Familiarity with adult education, continuing education or other professional training programs is desirable.

Salary:  50% Time of $2,468-$3,333 

Or 
Salary is commensurate with qualifications & experience.

