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Upward Bound Administrative Assistant
Job Description

SUMMARY

The Administrative Assistant provides day-to-day administrative and clerical support for the Upward Bound program. This position
supports the Directors and program staff, serves as a primary point of contact for students, families, schools, and campus partners,
and helps maintain an organized, professional, and efficient program office. The ideal candidate is dependable, personable,
organized, adaptable, and able to manage multiple responsibilities with minimal supervision.

RESPONSIBILITIES

ADMINISTRATIVE & OFFICE SUPPORT:
¢ Provide daily administrative and clerical support to the Director and Upward Bound staff.
e Answer telephone calls and emails, greet visitors, respond to general program inquiries, and route questions to the appropriate
staff member.
¢ Schedule meetings and appointments; prepare correspondence, agendas, forms, presentations, spreadsheets, and other
program materials.
¢ Maintain organized electronic and physical filing systems, program calendars, contact lists, and office resources.
¢ Assist with copying, scanning, filing, mailings, meeting preparation, office supplies, and other routine administrative functions.
¢ Maintain confidentiality of student, personnel, financial, and program information.
STUDENT, FAMILY & PROGRAM SUPPORT:
¢ Provide welcoming and professional assistance to Upward Bound students, families, school personnel, and community partners.
e Support Academic Coordinators with recruitment, applications, orientations, enrollment activities, and preparation of student
and parent materials.
e Communicate program schedules, activities, deadlines, forms, and other general information to students and families.
e Assist with participant check-in, registration, sign-in, workshops, meetings, college visits, summer programming, and special
events.
¢ Prepare participant packets, folders, handouts, certificates, name tags, and other materials needed for program activities.
STAFF & OPERATIONAL SUPPORT:
¢ Work collaboratively with the Directors, Academic Counselors, Data Specialist, Budget Specialist, and other program personnel.
¢ Assist with collecting, organizing, filing, and routing program documentation to the appropriate staff member.
e Support preparation for recruitment activities, school visits, workshops, trips, and other program events as assigned.
¢ Route invoices, receipts, purchase documents, and other administrative materials to appropriate staff.
¢ Participate in staff meetings, planning, training, and professional development; assist with special projects and other duties as
assigned.
¢ Demonstrate initiative, adaptability, professionalism, dependable attendance, and timely follow-through on assigned
responsibilities.

REQUIREMENTS

¢ High school diploma or equivalent required; associate or bachelor's degree preferred. Previous administrative, clerical, customer
service, education, higher education, nonprofit, or student-services experience is preferred.

¢ Proficiency in Microsoft Office, including Word, Excel, Outlook, and PowerPoint, with the ability to learn office databases and
electronic record systems.

¢ Strong organizational, time-management, written and verbal communication, interpersonal, and customer-service skills.

¢ Ability to manage multiple responsibilities, maintain accurate and organized records, meet deadlines, and complete routine
duties with minimal supervision.

» Ability to work collaboratively, take initiative, adapt to changing priorities, maintain confidentiality, and exercise sound
professional judgment.

¢ Ability to work occasional evening, weekend, or summer hours based on program needs.




SPECIAL INFORMATION

The Federal Government requires that every individual hired from May 31, 1987, complete the I-9. This requirement is in response to the
Immigration Reform and Control Act of 1986. Form I-9 has been developed to verify that persons are eligible to work in the United States.
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ABOUT US

Rust College is a historically black college located in Holly Springs, Mississippi. Rust is a private, coeducational, four-year, residential,
comprehensive Liberal Arts institution, affiliated with the United Methodist Church. Founded in 1866, the college represents diverse,
social, cultural, ethnic, racial, and national backgrounds. The campus is located 35 miles east of Memphis, TN.

RUST COLLEGE IS AN EQUAL OPPORTUNITY\AFFIRMATIVE ACTION EMPLOYER
Rust College values diversity and seeks talented students, faculty, and staff from diverse backgrounds. The college does not
discriminate based on race, color, sex, sexual orientation, religion, national or ethnic origin, age, disability, or status as a disabled or
Vietnam Era veteran in its activities, programs, or employment practices.

TO APPLY

Persons interested in the above position should submit a resume along with a letter of interest to:
careers@rustcollege.edu

Mrs. Shonika Nixon, HR Manager
Rust College

150 Rust Avenue

Holly Springs, MS 38635

Closing Date: Open Until Filled Posting Date: August 2026




