
 
 
 

POSITION POSTING 
September 9, 2019 

 
POSITION TITLE:  Senior Executive Assistant to the Provost 
DIVISION:   Academic Affairs 
  
 

 
OCCUPATIONAL SUMMARY 
 
Reporting to the Provost and Vice President of Academic Affairs, the Executive Assistant to the Provost supports the Provost and 
Vice President on a wide range of administrative issues and initiatives, and coordinates assigned special events and projects. 
He or she will oversee the office operations including managing the Provost's complex calendar and coordination of all 
correspondence, appointments, assignments, meetings and visitors to the office. This is an executive administrative support 
position responsible for supporting the effective and efficient operation of the Office of the Provost, working closely with 
members of the Provost Council and ensures the Provost is informed and prepared for all projects, meetings, speaking 
engagements and special events. 
 
This position oversees and manages all office procedures and other tasks as assigned by the Provost. 

 
This position functions with a high degree of confidentiality. 

 
This position may supervise others. 
 
ESSENTIAL JOB FUNCTIONS 

1. Provides senior level administrative support to the Provost and Vice President of Academic Affairs. Manages 
complex calendaring and presidential correspondence based on Provost's goals and priorities. 

2. Schedules, coordinates and plans all aspects of Provost’s travel. 
3. Attends Provost Council meetings and ensures appropriate correspondence, coordination and documentation in 

support of council business. Under the Provost's direction, drafts the agenda and minutes of meetings. 
4. Prioritizes and assists with Office correspondence; drafts routine responses for Provost review. 
5. Drafts memoranda, reports, and policy documents as requested. 
6. Researches pertinent information and edits and proofreads speeches and reports written by the Provost. 
7. Manages Provost Office budget and record keeping. 
8. Coordinates participation in public and University events. 
9. Provides leadership in coordination of special events including Commencement. 
10. Completes special projects as assigned. 
11. Greets and directs visitors. 
12. Maintains a high degree of confidentiality in all aspects of operations. 
13. Opens, sorts, and distributes incoming correspondence, including faxes and email. 
14. Collects and maintains inventory of office equipment and supplies. 
15. Develops relationships an d main t a in s  ef fect iv e  commu n icat ions  with  d iv erse  group s ,  in t ern a l  and 

external, in support of the institution’s mission. 
16. Represents institution at functions upon request. 
17. Serves on administrative committees as assigned. 
18. Performs other duties as required. 

 
MINIMUM REQUIREMENTS 

1. Bachelor’s degree preferred from an accredited college or university preferred. 
2. Related work experience in general office and administrative responsibilities and procedures; experience in an 

executive-support position preferred. 
3. Knowledge of principles and practices of organization, planning, records management and general office 

administration. 
4. Excellent organizational and customer service skills. 
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MINIMUM REQUIREMENTS CONTINUED: 
5. Impeccable judgement and integrity. 
6. Ability to manage confidential information. 
7. Proficiency in the use of standard office equipment, including but not limited to computers, telephone systems, 

calculators, copiers, and facsimile machines. 
8. Must be proficient in Microsoft Office, including Excel spreadsheets and formulas. 
9. Excellent written and oral communication skills, ability to follow instructions, prioritize and function in a fast-paced 

environment. 
10. Ability to relate effectively with multiple constituencies. 
11. Exceptional interpersonal and problem-solving skills. 

 
 
APPLICATION PROCESS 
This position is full-time.     
 
Interested persons may apply by submitting a resume and contact information to: 
 
 Martin University 
 Office of Human Resources 
 2186 N Sherman Drive 
 Indianapolis, IN 46218 
 Email: hresources@martin.edu 
 Facsimile: (317) 917-3393 
 
This position is open until filled.  


