
 
 

                            Position Title:   Administrative Support Specialist - Kingsville 
 

 
JOB DESCRIPTION | Revised 06/15/2016 

 
  

Location  Kingsville 

Hours  40 hours/week 

Salary                     $12 per Hour 

Job Classification Non-Exempt 

Security Sensitive  Y e s  

Division  Student and Administrative Services 

Department  Kingsville Site Administration 

Reports to Site Director 

  

II. Education Requirements 

High school diploma or GED required; Associates preferred. 

III. Qualifications: 

Experience: 

Three years increasingly responsible administrative or secretarial 

experience required. 

Experience in an educational setting preferred. 

Skills: 

Typing/Data Entry 

Filing 

Microsoft Office Suite (Word, Excel, Outlook) 

Adobe Acrobat (PDF) 

Written and Oral Communication 

Licenses/Certificates: 

Current Texas driver’s license and insurable with the College’s insurance 
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IV. Essential Functions: 

The Administrative Support Specialist will act as support for the Site Director. 

Responsibilities include, but are not limited to: providing exceptional customer 

services to students, staff, faculty, and the general public; completing basic office 

work (filing, word processing, messaging); maintaining the Administrative office and 

assisting all other departments. In addition, this position will also aid in any special 

projects and perform other duties as assigned. 

V. Job Responsibilities: 

Support Site Director by performing key administrative and organizational tasks for 

the department maintaining office calendar of events and processing requests. 

Support Site Director, faculty, staff, students, and outside constituents as needed 

through the daily operations of the office. 

Maintain student and employee confidence and protect operations by keeping 

information confidential. 

Provide exceptional customer service to all internal and external customers. 

Evaluate office procedures to assure that work flow is efficient and effective. 

Receive and transmit written, electronic, and oral communication in a professional 

manner. 

Receive and distribute all incoming/outgoing mail and faxes. 

Refer prospective students to appropriate counselor/advisor. 
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Answer phone in a friendly, competent, and professional manner; take detailed 

messages; refer calls to appropriate departments. 

Plan, implement, and evaluate various clerical activities and ensure information is 

disseminated in a timely fashion to staff. 

Supervise work-study students. 

Process all employment applications and paperwork in a timely manner. 

Order, receive, and verify for accuracy all supplies and materials for administrative 

office and faculty. 

Keep and maintain all necessary college forms in a paper or electronic format as 

designated by administration. 

Assist in maintaining a clean and organized work area. 

Answer general inquiries concerning college rules, regulations and policies. 

Assist with registration process (computer entry, set-up, information, etc.) 

Operate and maintain copy machine, fax machine, adding machine, credit card 

machine, postage machine, and phone with voice mail capabilities. 

Participate in meetings, workshops and personal improvement classes as required. 

Work on office reconciliations during registration period and on a daily basis. 

Utilize POISE SkyLite for processing student's bills, collecting of tuition or any 

other type of payments, assist with accounts receivable accounts, credit card and 
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vehicle checkout,  data entry for business schedules, reconcile daily transactions, 

and make bank deposits. 

Maintain schedule of college entrance exam. 

Process all time sheets (custodians, work studies, tutors, and facilitators) 

Assist Site Director with class and room scheduling. 

Assist Site Director with administrative office budget. 

Work on petty cash reconciliation. 

Serve as a Notary Public. 

Handle requirements for room set-ups for community meetings scheduled on Site, 

to include notifying custodial personnel ahead of time. 

Work closely with maintenance and custodial personnel to ensure that facility runs 

smoothly. 

Handle multiple tasks with little supervision. 

Assist with instructor evaluations when needed. 

Perform additional duties as assigned by Site Director. 

VI. Other Responsibilities: 

Will participate in Quality Enhancement Plan 

(QEP) 

Will participate in College responsibilities such as Institutional 
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Effectiveness Committee, Task Force, etc. 

VII. Travel Requirements: 

Traveling to and from bank. 

Occasional travel to Beeville campus or other locations for training and/or meetings. 

VI II .  Environment: 

Indoor office environment; sitting at desk, standing while using office equipment or 

assisting students, walking to classrooms/labs. 

 
 
 
 

 
 

I have been presented with the job description for the position of:  

 

Administrative Support Specialist - Kingsville 

The requirements for this position have been discussed with me and I agree that 

I am able to perform the functions of this job. 
 
 

Signature:    Date: _______________    


