BOARD OF REGENTS
POSITION ANNOUNCEMENT
EXECUTIVE ASSISTANT/ PROGRAM COORDINATOR
The Executive Assistant to the Deputy Commissioner for Academic & Student Affairs is responsible for all administrative matters relative to the Deputy Commissioner’s office and purview and will serve as the confidential assistant on a wide variety of tasks.
Responsibilities include:
 Program Duties
· Coordinate the SREB Academic Common Market and Regional Contract Program inquiries by providing direction and oversight to applicants, processing and tracking Louisiana Residency applications;
· Coordinate the meeting set-up, production of meeting materials, and facilitation of meeting minutes and records for a variety of committees, commissions and board, including Statewide Articulation and Transfer Council, Health Works Commission, Nursing Supply and Demand Council, and Simulation Council;
· Coordinate the production and delivery of the Planning, Research & Performance Committee and the Academic & Student Affairs Committee board documents, to include proofing reports, monitoring deadlines, drafting/reviewing presentation slides, and assist with updating the Regents website to include Board committee and meeting agendas and documentation
· Coordinate, monitor and maintain division contracts;
· Develops and maintains division records, including personnel records, vacation schedule, timesheets and other items as needed;
· Maintain the division website(s): monitor for currency, post updates, and make recommendations;
· Assist with and/or engage in other program projects as they evolve or upon request.

Administrative Duties

· Provide assistance to the Deputy Commissioner and division staff with calendar, scheduling appointments, meetings, correspondence, travel arrangements and documentation;
· Provide back-up assistance for the Executive Assistant to the Commissioner and the Board;
· Provide occasional assistance, as needed, to members of senior staff and other agency staff. 
Minimum qualifications:

· Baccalaureate degree required, however, experience may be substituted;
· Minimum 5 years of experience in program coordination and/or office administration;
· Experience in higher education preferred.
Interested applicants should send a cover letter, resume and three professional references to Bor.jobs@la.gov.
