UNIVERSITY OF SOUTHERN CALIFORNIA

Assistant Secretary of University and Executive
Administrator

Job Code: 111067

Grade: M
OT Eligible: No
Comp Approval: 12/3/2004

JOB SUMMARY:

Serves as Assistant Secretary of the University. Assists in the maintenance of all corporate
records, consistent with the Corporations Code of the State of California. Administers the
operation of the Office of the Secretary of the University and Office of the General Counsel.
Oversees administrative functions to include planning and scheduling, budget development and
administration, personnel administration, policy development, supervision and information systems
development.

JOB ACCOUNTABILITIES:
*E/MINA % TIME

Serves as Assistant Secretary of the University. Interacts with trustees, senior
officers and the President's Office in planning, coordinating and organizing board
and committee meetings, activities, etc. and maintaining corporate records.
Oversees maintenance of official records of all activity by the Board of Trustees
and its committees. Records meetings and drafts minutes of all the meetings of
the Board of Trustees and the Audit and Compliance, Board Personnel, Business
Affairs, Executive, Finance and Investment Committees of the Board of Trustees.
Maintains chronological record of University bylaws and ensures posting of
updated bylaws to the University's web site in a timely manner.

Administers operations of executive's office including functions such as
supervising staff, managing electronic information systems, authorizing
acquisitions, overseeing maintenance and repair of equipment and facilities, and
ensuring department's conformity to University policies and procedures.

Manages special projects of significant complexity. Oversees legal research,
compilation of data from various reference sources and data analysis. Develops
conclusions and recommendations and guides the formatting of results. Drafts
bylaws, articles, policies of the board, resolutions, disclosures and Secretary of
State filings.

Resolves complex departmental problems and issues. Analyzes departmental
operations and prepares reports including conclusions and recommendations for
change.

Directs budget and financial activities for operations. Makes major budgetary and
resource allocation decisions. Approves all expenditures and ensures the
generation of detailed financial reports. Analyzes financial data for trends and
develops forecasts.
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Acts as Senior Business Officer with responsibility for determining that strong
internal controls are implemented. Examples of control areas include maintaining
and reviewing receipts, procurement, disbursements, and payroll. With respect to
procurement, whether by use of procurement cards, paperless requisitions, paper
purchase orders, internal requisitions, or USC debit cards, the SBO should
determine that there is an appropriate segregation of duties so that goods or
services which are procured are reviewed and reconciled monthly to Account
Status Reports by someone other than the individual initiating the transaction and
by someone that does not report to the individual initiating the transaction. This
reconciliation process must include obtaining and retaining original receipts and/or
invoices for business-related expenses.

Directs long-term and short-term planning processes for areas such as budget,
contingency, disaster, human resources, growth, policy, safety, space and
strategic issues. Develops and communicates planning, assumptions and
guidelines. Gathers multiple inputs and integrates diverse plans and University
priorities. Monitors activities to ensure adherence to plans.

Oversees payroll and personnel functions, including affirmative action,
employment, compensation, benefits and employee relations through subordinate
managers. Reviews and approves hiring and salary actions, ensuring compliance
with University policy and pertinent laws and regulations. Oversees performance
appraisal process and remains informed of any disciplinary actions required.
Determines organizational structures, reporting relationships and short-long-term
staffing needs.

Develops and oversees implementation of internal policies covering
administration, finance, safety, etc., ensuring compatibility with University policies.
Interprets applicable laws, rules, regulations, policies and procedures. Ensures
school or administrative division compliance and approves any necessary policy
exceptions.

Directs the development, enhancement and maintenance of information systems
through subordinate computing management to support operations. Ensures that
internal systems complement University-wide systems and that information is
reconciled on a regular basis.

Develops and implements security related procedures such as office opening and
closing routines, recognition of duress signals and key controls. Coordinates
security activities with University Public Safety Department. Promotes and
maintains standards for security-conscious awareness and behavior. Maintains
knowledge of University's crime prevention and suppression programs and
services. Ensure dissemination of security related information to staff.

Performs other related duties as assigned or requested. The University reserves
the right to add or change duties at any time.

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of
each job function to position.

EMERGENCY REPSONSE/RECOVERY:

Essential: |:| No

|:| Yes In the event of an emergency, the employee holding this position is required to

“report to duty” in accordance with the university’s Emergency Operations Plan
and/or the employee’s department’s emergency response and/or recovery
plans. Familiarity with those plans and regular training to implement those
plans is required. During or immediately following an emergency, the employee
will be notified to assist in the emergency response efforts, and mobilize other
staff members if needed.
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JOB QUALIFICATIONS:

Minimum Education:

Bachelor's Degree
Minimum Experience:

7 Years
Minimum Field of Expertise:
Experience in managing administrative operations of a multi-faceted department.

Thorough knowledge of management principles, budgeting, and applicable
laws/regulations. Demonstrated very strong writing skills.

Preferred Education:
Master's Degree
Preferred Experience:

10 Years
Skills: Other:

Analysis
Assessment/evaluation
Budget control
Budget development
Communication -- written and oral skills
Conceptualization and design
Conflict resolution
Counseling
Creative writing and editing
Interpretation of policies/analyses/trends/etc.
Interviewing
Knowledge of applicable laws/policies/principles/etc.
Organization
Planning
Problem identification and resolution
Project management
Research
Scheduling
Staff development
Teaching/Training
Skills: Machine:
Adding Machine
Calculator
Computer Network (Department or School)
Computer Network (University)

Computer Peripheral Equipment
Personal Computer

Supervises: Level:
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Supervises employees and student workers
Supervises: Nature of Work:

Administrative

Clerical/Secretarial
Comments:

This position requires strong organizational skills to address, prioritize and coordinate
multiple problems and activities concurrently.

SIGNATURES:
Employee: Date:
Supervisor: Date:

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be construed as an exhaustive list of all responsibilities,
duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer



