
 

 

LifeWorks Recalibra0on  
Office Assistant/Associate/Manager/Supervisors. 

 
 
Entry Level Job Classifica0on 
Title: Office Assistant 
Primary Responsibili0es: Assist departmental staff and faculty with basic administra6ve tasks 
such as scheduling appointments, coordina6ng mee6ngs, managing departmental 
communica6ons, and maintaining office supplies. 
Skills: 

• Organized and detail-oriented. 
• Time management, mul6tasking, and priori6za6on skills to meet deadlines. 
• Professionalism & ability to handle sensi6ve informa6on. 
• Basic skills in MicrosoF Office 365. 
• Skills in communica6ng orally and wriKen. 
• Ability to work as part of a team. 

          
 

Intermediate Job Classifica0on 
Title: Office Associate 
Primary Responsibili0es: Assists in planning and conduc6ng administra6ve and opera6onal 
tasks for the department. Par6cipates in various du6es including preparing departmental 
reports, assis6ng in event planning, tracking budget expenses, and suppor6ng faculty and staff 
with more advanced administra6ve responsibili6es. 
Skills: 

• Organized and detail-oriented. 
• Time management, mul6tasking, and priori6za6on skills to meet deadlines. 
• Professionalism & ability to handle sensi6ve informa6on. 
• Skills in communica6ng orally and wriKen. 
• Ability to work independently and on a team. 
• Problem-solving, cri6cal thinking, and decision-making skills. 
• Advanced knowledge of MicrosoF Office 365 and other office management soFware. 

 
 

Advanced Job Classifica0on 
Title: Office manager 
Primary Responsibili0es: Oversees and manages daily opera6ons within the departmental 
office. Schedules and coordinates departmental events, manages office staff, prepares detailed 
reports, and assists in the development and implementa6on of departmental procedures and 
policies. 
Skills: 

• Organized and detail-oriented. 
• Time management, mul6tasking, and priori6za6on skills to meet deadlines. 
• Professionalism & ability to handle sensi6ve informa6on. 



 

 

• Proven ability to work independently and lead a team. 
• Problem-solving, cri6cal thinking, and decision-making skills. 
• Proficient knowledge of MicrosoF Office 365 and addi6onal office management tools. 
• Strong interpersonal and leadership skills. 

 
Pre-Professional Job Classifica0on 
Title: Department Supervisor 
Primary Responsibili0es: Plans, develops, and manages departmental projects and ac6vi6es. 
Trains and supervises office staff, directs departmental ini6a6ves, and ensures adherence to 
college policies and procedures. Requires minimal supervision from faculty mentors and 
oversees all administra6ve and opera6onal aspects of the department. 
Skills: 

• Organized and detail-oriented. 
• Time management, mul6tasking, and priori6za6on skills to meet deadlines. 
• Professionalism & ability to handle sensi6ve informa6on. 
• Capability to work independently and as part of a team. 
• Demonstrates strong problem-solving, cri6cal thinking, and decision-making skills. 
• Advanced skills in wri6ng, edi6ng, and presen6ng materials. 
• Comprehensive knowledge of office management soFware and tools. 
• Ensures the department adheres to ethical principles and college policies. 

 
 


