NATIONAL JEWISH POSITION DESCRIPTION


I.
JC  8291  JOB TITLE    PUBLIC AFFAIRS ASSISTANT      DATE   1991   


FUNCTION    PUBLIC AFFAIRS    DEPARTMENT       PUBLIC AFFAIRS      

II.
PURPOSE AND SCOPE


To perform a wide variety of media relations, accounting, research, office management and secretarial functions within the department of Public Affairs.


III.
SPECIFIC DUTIES


1.
Prepares budget and monitors expenditures within the department.  Verifies bills and arranges for payment.



2.
Assists Director of Public Affairs and Manager of Media Relations in responding to news media inquiries.  May respond to routine inquiries independently.  May escort news media on campus.



3.
Responds to routine correspondence under own signature, and prepares responses for department Director's signature.



4.
Performs research for members of the department and the news media.  Maintains photograph and videotape files.  Responsible for incoming and outgoing computer communications.



5.
Types and word processes technical and complex projects, such as correspondence, form letters, memos, speeches, charts, lists, tables, short statistical reports, manuscripts from rough draft, corrected copy or transcription.  Proofs own work, corrects errors and creates final copy.  Duplicates documents, processes mail, make distributions and sets up and maintains filing systems.



6.
Answers phones and screens calls, refers calls or messages, arranges appointments and greets visitors.  Makes travel arrangements.



7.
Maintains and schedules a central audio-visual equipment pool for use throughout the institution.  Fulfills requests for National Jewish literature from physicians, hospitals, health agencies and the general public.  Makes independent decisions on which recipients should be billed, and generates appropriate bills.

JC   8291   


IV.
FACTORS:
1-SCOPE OF INTERACTION:  In several departments

2-REPORTS TO (TITLE):  Dir/Public Affairs

3-AMOUNT OF SUPERVISION RECEIVED:  Weekly

4-DIRECTION OF STAFF (TOTAL NO. OF DIRECT AND INDIRECT REPORTS):  None

5-FORMAL EDUCATION:  Able to read, write and communicate in English, as well as perform mathematical computations

6-JOB EXPERIENCE (TYPE & TOTAL AMOUNT BEYOND FORMAL EDUCATION):  2 yrs 



in public relations

SPECIAL SKILLS:  Excellent interpersonal and communication skills; knowledge of accounting practices and procedures.  Research skills.

CERTIFICATION OR LICENSURE REQUIRED:  None

7-DISCRETION/JUDGMENT REQUIRED:  Broad procedures

8-PLANNING (TIME ON JOB SPENT IN PLANNING):  Own work

9-SCOPE OF ACCOUNTABILITY:  Own work

10-FISCAL YEAR DOLLARS UNDER COST CENTER SIGNATURE AUTHORITY OF THIS 

POSITION:  None

11-PATIENT/PUBLIC CONTACT (TIME ON JOB SPENT IN PATIENT/PUBLIC 

CONTACT):  1/3 to 2/3

12-WORKING HAZARDS (LIST SPECIFIC ONES):  None

13-PHYSICAL DEMANDS (INDICATE STANDING, STOOPING, BENDING, TWISTING, 

POUNDS TO BE LIFTED, ETC.):  Limited

