
UNIVERSITY OF SOUTHERN CALIFORNIA

Academic Program Assistant

Job Code: 133120

OT Eligible:

Comp Approval:

Assists with the planning and implementation of academic program services and activities. 
Provides administrative and/or operational support to team members and/or managers responsible 
for program development and performance to ensure overall success.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

Yes

2/25/2020

______ Assists with academic program activities (e.g., scheduling, meetings, curriculum 
development). Researches academic programs and/or classes. Performs 
administrative functions related to accreditation and program review.

______

______ Performs duties associated with scheduling, organizing, and operating 
conferences, seminars, and events. Investigates and recommends vendors for 
services, oversees material production and distribution, coordinates logistics, and 
serves as liaison with internal/external vendors. Plans and schedules calendars 
based on consultations, and resolves calendar conflicts. Arranges travel in 
compliance with unit, university, and sponsor policies.

______

______ Drafts and/or generates routine communication items. Coordinates production 
(e.g., formatting, copying) and dissemination of documents (e.g., presentations, 
course handouts, grant proposals). Coordinates distribution of academic program 
materials (e.g., newsletters, class notifications).

______

______ Processes and monitors routine financial transactions, and researches and 
resolves discrepancies. Maintains office supplies and equipment and obtains 
vendor quotations, as needed. Coordinates office relocations as required.

______

______ Provides customer service, and performs administrative and clerical tasks and 
duties as needed to ensure programs are supported. Serves as the point of contact 
for general maintenance, health and safety, and other facility concerns within 
assigned units. Reports any incidents or potential safety problems to appropriate 
representatives. Tracks completion of required training for relevant stakeholders.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

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

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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JOB QUALIFICATIONS:

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

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.

Yes

Supervises:  Level:

May oversee student and/or temporary workers.

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

0 - 6 months

Preferred Education:

Bachelor's degree

Preferred Experience:

1 year

Minimum Field of Expertise:

Excellent interpersonal, oral, and written communication skills for interacting with both 
domestic and international stakeholders. Demonstrated attention to detail. Proven ability to 
plan, implement, and coordinate program logistics. Demonstrated database/data entry 
experience. Proven project management and problem solving skills, able to handle multiple 
timelines, changing priorities, and fluctuating workloads.

Preferred Field of Expertise:

One year of experience in higher education. Customer service experience.


