JOB DESCRIPTION

INFORMATION
Job Title: Administrative Coordinator EEOC Job (.:|.aSSI.flcatI0n Administrative Support
FLSA Classification Non-exempt, full-time
Department: Office of CIO W/C Classification 8868 — Administrative/Faculty
Reports To: Chief Information Officer Compensation $24.00 - $29.00/hour
SUMMARY

Advance the mission and vision of TMUS by providing high-level administrative support and project coordination for
the Chief Information Officer and the TMU Information Technology department. This position manages the day-to-day
operational workflows of the Office of the CIO while serving as the central coordinator for department-wide IT
initiatives. The Coordinator partners closely with IT staff, internal stakeholders, and external vendors to ensure
efficient operations, clear communication, and the successful, on-time execution of departmental projects. Reporting
to the CIO, this role is essential to keeping the department organized, informed, and moving initiatives forward.

ESSENTIAL JOB FUNCTIONS

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Administrative Support
e Manages the CIO's calendar, scheduling, and daily administrative workflows to maximize efficiency and focus.
e Oversees IT purchasing processes, preparing orders and procuring supplies for departmental and IT assets.
e Provides tactical support for hardware and systems contracts, licensing, and vendor management.
e Serves as the department's liaison with Accounting and supports the annual budgeting process through
required documentation, tracking, and communication.
e Administratively supports employee hiring, onboarding, and offboarding processes.
e Plans and coordinates internal and external stakeholder events and maintains key department relationships.

Project Coordination

e Coordinates department-wide IT projects from initiation through completion, providing administrative and
logistical support at every phase.

e Develops and maintains project plans, timelines, and documentation, keeping records current and accessible
to all stakeholders.

e Tracks deliverables and milestones, proactively following up with team members and external parties on task
status and outstanding items.

e Monitors project progress and reports to the ClO, escalating delays, risks, and issues as appropriate.

e Coordinates with vendors, contractors, and consultants on timelines, deliverables, and related logistics.

e Organizes and facilitates project meetings, preparing agendas, capturing notes, and distributing follow-up
action items.

e Serves as a central point of contact for project-related communication across the department.

General Support
e Providesclerical, material, and communication support to the IT department and the Office of the CIO, including
campus-wide messaging.
e Assists the Service Desk with ticket resolution, quality control, and communications, particularly during periods
of surging volume.
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Performs advanced tasks related to Business Software Applications class administration.
Performs other related duties as assigned.

QUALIFICATIONS

Has a personal relationship with Jesus Christ and a demonstrated commitment to the doctrinal position of
TMUS and a continuous exhibition of a desire to minister and serve others in varied capacities.

Demonstrated ability to establish and maintain effective working relationships with staff, faculty, vendors,
students, &/or community members of diverse academic, socio-economic, cultural, & ethnic backgrounds.
Excellent written and verbal communication skills.

Strong organizational and interpersonal skills.

Service oriented with strong interpersonal and communication skills and the ability to work effectively with a
wide range of constituencies in a diverse community.

Exercise confidentiality, good judgment and discernment.

Must successfully pass a background investigation.

SUPERVISORY RESPONSIBILITY

This position has no supervisory responsibilities.

EDUCATION AND EXPERIENCE

Bachelor's degree in a relevant field.

Two years of administrative, executive-support, or project coordination experience preferred.

CompTIA Project+ certification (or comparable project management credential) preferred or ability to obtain
within 12 months of hire.

Experience supporting executives or leadership, and/or working within an IT or higher-education environment,
is a plus.

Proficiency in Microsoft Office Suite (Word, Excel, and Outlook) and Google Workspace (Sheets, Docs, etc.).
Familiarity with project management or collaboration tools (e.g., Asana, Monday.com, Trello, or Microsoft
Project) preferred.

Basic mathematics and financial skills are a plus.

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.

While performing the duties of this job, the employee is regularly required to talk and hear. The employee
frequently is required to stand; walk; has full dexterity of hands and arms.

This position requires the ability to occasionally lift office products and supplies, up to 30 pounds.

No travel with overnight stay expected.

ADDITIONAL INFORMATION

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any
time with or without notice.
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The Master’s University & Seminary does not discriminate on the basis of, or combination of, race, color, national origin,
ancestry, gender, age, marital status, veteran status or prior military service, medical condition, or any physical or

mental disability. We are committed to practicing principles of equal employment opportunity and diversity based upon
sovereign Biblical principles.
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