
FORT SCOTT COMMUNITY COLLEGE 
Position Description  IN03 

 

NAME:        JOB TITLE: Instruction Office Assistant 

 

DIVISION/DEPARTMENT: Instruction Office 

  

RESPONSIBLE TO:   Dean of Instruction 

 

MONTHS PER YEAR:  12  HOURS PER WEEK: 40 UPDATE:  3-16  

 

CREDENTIALS:  

 Ability to perform a high level of clerical work with minimal supervision 

 Proficiency in various computer/technology skills  

 Highly organized 

 Great attention to detail 

 Task and goal oriented 

 Well-developed communication skills (both written and oral) and knowledge of office 

practices and procedures 

 Associate’s Degree preferred 

 Ability to establish & maintain effective working relationships with other employees, 

students, and public while maintaining a high degree of confidentiality 

 

JOB PURPOSE:   

Responsible for providing support service/assistance and serve as receptionist to the Office of 

Instruction 

 

MAJOR JOB DUTIES: 

1. Maintaining the course schedule in Poise to keep it as current as possible 

2. Act as recording secretary and organize meetings conducted by Office of Instruction. 

3. Assist in preparation and distribution of faculty handbook 

4. Maintain a current room schedule of facility utilization using the designated software 

5. Reserve rooms in academic building for all non-curricular activities 

6. Prepare and maintain current file of course and program approvals 

7. Update/add new courses in the CWP Online Course Inventory 

8. Maintain a master college catalog and line schedule reflecting changes, additions and 

deletions since time of publication; and maintain and update the master course list 

9. Maintain a current file of instructional syllabi in the Office of Instruction and Library 

10. Conduct and tabulate student evaluations for faculty 

11. Prepare overload compensation, supplemental pay, and adjunct instructor contracts; maintain 

adjunct professional development hours. 

12. Assist in notification of class cancellations 

13. Assist in preparation, organization and conducting enrollment for academic year 

14. Assist with planning and implementation of in-services 

15. Assist dean in regulating class size during enrollment process 

16. Assist with submitting requests for course approvals for off campus classes 



17. Type and grade tests for faculty as needed and type study guides for faculty 

18. Proctor classes for faculty (test, video, etc) when possible 

19. Responsible for collecting and submitting information for each semester’s course approvals 

20. Assist extension site coordinators in getting supplies, organization of class schedules for each 

semester at each extension site. 

21. Responsible for submitting necessary information for Business and Industry course approval 

22. Supervise department work study and faculty work study pool. 

23. Maintain articulation agreements with high schools 

24. Administer surveys to students as needed 

 

Salary:  $9.77 – 11.16 hourly, depending on credentials and experience 

 
Employee:  _________________________     ___________ 

          Signature                    Date   

 

All job descriptions are subject to revision based on changing needs of the 


