
 

Division Secretary, Institutional Advancement 
 

Applications are being accepted for a full-time Division Secretary, Institutional 
Advancement.  This position reports to the Vice President of Institutional Advancement.   
 

Normal Weekly Hours:  40 for 12 months per year. Typical Start time: 8:00 a.m., end 
time 4:30 p.m.  Hours may vary due to operational situations and needs, including some 
evenings. 
 

GENERAL PURPOSE: 
This position will possess the professional demeanor necessary to serve the executive 
leadership of the college, and all areas associated with the advancement office. This 
individual must be able to multi-task, excel in a high pressure environment, and work 
flexible hours where needed. Must be able to maintain confidentiality in relation to donor 
record management and while working within the Ohio public records laws. This position 
will provide superior customer service to both internal and external customers. 
 

DESIRED MINIMUM QUALIFICATIONS 
Education and Experience:  An associate’s degree required in addition with 3-5 years of 
previous office and database experience. 
 

 Necessary Knowledge, Skills, and Abilities:  Working knowledge of Microsoft 
Office applications skills including desktop publishing and creative suite 
experience; previous experience with donor based record keeping and software 
is a plus.  

 Strong knowledge of formatting, excel and mail merge programs.  

 Ability to multi-task and adjust priorities.   

 Must have the interest and ability to update skills based on new computer 
technology as necessary.  

 Excellent interpersonal skills along with a customer service focus.  

 Ability to maintain confidentiality.  

 Ability to work independently with a minimum of supervision.  

 Willingness to work flexible hours for special projects and programs as needed. 
 

In accordance with the School Support Personnel Agreement, this position is in Class 6 
of the support personnel salary schedule with step position dependent upon past 
experience and educational level. Starting salary range is $22,709.65 - $24,464.74. 
 

A complete job description is attached. Interested candidates should submit a cover 
letter and updated resume, in Word or PDF format, to careers@northweststate.edu 
using subject line “Div Sec, Institutional Advancement”. 
_______________________________________________________________________________ 

 

  
 

 POSITION ANNOUNCEMENT 

mailto:careers@northweststate.edu


For a complete listing of current Employment Opportunities, visit www.northweststate.edu and click on 
“Community” then “Employment Opportunities.” 

 

Office of Human Resources 
Northwest State Community College 

22600 State Route 34 
Archbold, OH 43502 

 EOE   M/F/D/V 
 

Northwest State Community College is an Equal Opportunity Employer and educator that does not discriminate on the basis of race, color, 
national origin, sex, sexual orientation, genetic information, religion, age, disability or military status in employment or the provision of 
services. In accordance with the Americans with Disabilities Act, it is the policy of Northwest State Community College to provide 
reasonable accommodations to persons with disabilities.  When contacted for an interview, an applicant who requires special 
accommodations due to a disability should notify the Human Resources office at the time he/she is contacted so that proper arrangements 
can be made for the interview. 
 

Posted: 5/27/16 



 

  
POSITION TITLE:  Secretary, Division-- Institutional Advancement 

DEPARTMENT:  Institutional Advancement 

APPOINTING AUTHORITY:  President 

SUPERVISOR:  Vice President of Institutional Advancement 

GRADE LEVEL: Support, Class 6 

 

Normal Weekly Hours:  40 for 12 months per year. Typical Start time: 8:00 a.m., end 

time 4:30 p.m.  Hours may vary due to operational situations and needs, including some 

evenings. 

 

GENERAL PURPOSE 

This position will possess the professional demeanor necessary to serve the executive 

leadership of the college, and all areas associated with the advancement office. This 

individual must be able to multi-task, excel in a high pressure environment, and work 

flexible hours where needed. Must be able to maintain confidentiality in relation to donor 

record management and while working within the Ohio public records laws. This position 

will provide superior customer service to both internal and external customers.   

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Provide support services for VP for Institutional Advancement, Director of 

Development, Director of Grants, Coordinator of External Marketing, 

Coordinator of Internal Marketing, and Black Swamp Safety Council. 

2. Maintain and update information in the donor management system 

3. Provide assistance in special event planning and execution for NSCC Foundation 

and College related events. 

4. Process surveys, reports, correspondence, and mass mailings. 

5. Prepare and mail correspondence and mass mailings. 

6. Serve as first point of contact for the Advancement Office. 

7. Schedule and oversee student workers and orient them to NSCC and their duties 

as needed. 

8. Assist with office activities both on and off campus. 

9. Assist with the creation and disbursement of promotional slides, flyers, brochures 

and other promotional material. 

10. Other duties as assigned. 

 

DESIRED MINIMUM QUALIFICATIONS 

 

Education and Experience:  An associate’s degree required in addition with 3-5 years of 

previous office and database experience. 



Necessary Knowledge, Skills, and Abilities:   

 Working knowledge of Microsoft Office applications skills including desktop 

publishing and creative suite experience; previous experience with donor based 

record keeping and software is a plus.  

 Strong knowledge of formatting, excel and mail merge programs.  

 Ability to multi-task and adjust priorities.   

 Must have the interest and ability to update skills based on new computer 

technology as necessary.  

 Excellent interpersonal skills along with a customer service focus.  

 Ability to maintain confidentiality.  

 Ability to work independently with a minimum of supervision.  

 Willingness to work flexible hours for special projects and programs as needed. 

SUPERVISION RECEIVED 

This position is under the direct supervision of the Vice President for Institutional 

Advancement and must be responsive to the needs of other individuals in the department. 

SUPERVISION EXERCISED  
 

Student workers. 

 

RESPONSIBILITY FOR PUBLIC CONTACT  

 

Extensive contact with faculty, staff, students, donors, and general public. 

 

LICENSING AND REGULATION  

 

None required 

 

TOOLS AND EQUIPMENT USED  

 

Operate computers and general office equipment. Have knowledge of Microsoft Word, 

Excel, PowerPoint, Adobe Creative Suite, and Donor Perfect.  

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 



While performing the duties of this job, the employee is frequently required to sit, talk, 

and hear. The employee is occasionally required to walk; use hands and fingers to feel, 

handle or operate objects, tools, or controls; and reach with hands and arms.   

The employee must occasionally lift and/or move up to 30 pounds. Specific vision 

abilities required by this job include close vision, the ability to adjust focus and the ability 

to differentiate colors. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

The work is performed primarily in an office setting. The noise level in the work 

environment is low. 

The duties listed above are intended only as illustrations of the various types of work that 

may be performed.  The omission of specific statements of duties does not exclude them 

from the position if the work is similar, related or a logical assignment to the position. 


