
 
 
Recruitment Number:  20851 
Job Code:   007384 
Job Code Title:   EXEC AST 3 
Working Title:   Executive Assistant  
FLSA:    Exempt  
Appointment:   Career   
 

 
FTE:    100%   
Recruit Type:   External 
Dept Name:   Donald Bren School Of ICS   
Location:   UCI Campus - Irvine   
Schedule:   8-5, M-F  
Salary:    Commensurate with Experience

 
Job Summary: 
Under general supervision of the Assistant Dean and programmatic supervision of the Dean, ensures that 
administrative processes and operations run smoothly in the Dean’s office. Provides executive-level 
analytical and planning support in managing and coordinating the scope of Dean’s Office responsibilities. 
Anticipates and identifies critical issues and demonstrates sound judgment in selecting methods for 
obtaining solutions. Makes recommendations for courses of action. Acts as the primary contact and liaison 
for all interactions (calendar, events, travel) involving the Dean and Assistant Dean. Manages complex 
calendaring and scheduling, develops and maintains efficient systems for managing information, projects, 
and communications, including those to be issued for the Dean’s or Assistant Dean’s signature Takes 
initiative on projects and tasks, uses discretion with confidential information, and assures timely follow 
up and completion of projects. 
 
Job Description: 
Job Essential Function 1:  
Percent of Time: 20% 
Oversees and ensures the daily administrative operations run smoothly for the executive's office. 
Manages multiple and complex calendars, coordinates and organizes the flow of information in and out 
of the Dean’s office. Serves as the primary contact and liaison for all interactions involving the Dean and 
Assistant Dean. 
 
Job Essential Function 2:  
Percent of Time: 15% 
Independently develops and implements efficient and effective systems and responses (digital and paper) 
for managing information, requests, projects and communications that require Dean’s or Assistant Dean’s 
signature and ensures accurate and timely responses. Track and archive all correspondence for the Dean. 
 
Job Essential Function 3:  
Percent of Time: 15% 
Functions as the gatekeeper, understanding the requirements of the Dean’s Office, in order to prioritize 
issues according to urgency and to allocate time for scheduled events, travel and meetings. Coordinates 
logistics for travel, itineraries, and financial reconciliation and reimbursements for the Dean’s office and 
guests. Organizes various events including logistics such as collecting RSVPs, catering, parking, room 
setup, and coordinating technical set-up. 
 
Job Essential Function 4:  
Percent of Time: 10%  
Responds to and routes inquiries from faculty, staff, students and the public on behalf of the executive 
regarding organization operations, policies and procedures. Follows up on communication deadlines, 
initiates or recommends action, and tracks items through completion. Investigates issues and problems; 
drafts and prepare responses to urgent requests. 
 



Job Essential Function 5:  
Percent of Time: 10% 
Researches, compiles and summarizes issues, policies and topics; provides background information, 
agendas, talking points and briefing materials for the executive. Generates and prepares reports and 
materials for presentations and event follow up. Ensures that Dean is prepared for meetings. 
 
Job Essential Function 6:  
Percent of Time: 10% 
Coordinates the details of a variety of matters and projects on behalf of the Dean and Assistant Dean 
 
Job Essential Function 7:  
Percent of Time: 10% 
Supervises Dean’s Office Assistant (Blank Asst III) and provides guidance on administrative matters such 
as calendars, reimbursements, events, etc. 
 
Job Essential Function 8:  
Percent of Time: 5% 
Briefs Dean on time-sensitive issues and materials, deadlines and the status of pending issues. Provides 
suggestions for resolution or independently resolve issues. 
 
Job Essential Function 9:  
Percent of Time: 5% 
Makes high level contacts of a sensitive nature, internally and externally requiring discretion and 
diplomacy. 
 
 
Skills, Knowledge and Abilities: 
Required: 
Familiarity with the organization's processes, protocols and procedures. 
 
Thorough knowledge of common organization-specific and other computer application programs to 
develop and create presentations and materials for meetings 
 
Solid analytical / problem-solving skills. 
 
Political acumen and sensitivities to the differing perspectives and political circumstances within all levels 
of the organization as well as the Office of the President and external constituencies. 
 
Strong service orientation. 
 
Strong skills to communicate effectively with all levels of staff, faculty, alumni / donors, students and 
external constituencies, both verbally and in writing. Excellent writing, editing and proofreading skills to 
compose letters, memoranda, reports, and other documents with proper grammar, spelling and 
punctuation. 
 
Advising and counseling skills. 
 
Ability to multi-task with demanding timeframes, multiple deadlines, and competing priorities. 



Ability to use high-level discretion, sound judgement, and maintain a high level of confidentiality. 
 
Solid skills in problem identification. 
 
Bachelor's degree in related area and / or equivalent experience / training. 
 
External applicants can access this recruitment on our Career Opportunities website at 
https://careersucirvine.ttcportals.com/jobs/7157533-executive-assistant 

 

 
 


