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Operations Support Specialist (0SS 1)- Office of Faculty
Affairs—California Northstate University College of
Medicine, Elk Grove, California

Title: OSS | - Office of Faculty Affairs
Classification: Full-time, Non-exempt- hourly
Supervisor: Assistant Dean of Faculty Affairs

Education: Bachelor’s Degree
Salary: $22.00-28.00/Hour
Location: Elk Grove Campus | 9700 W Taron Drive, Elk Grove, CA 95757

POSITION SUMMARY: Reporting to the Dean of Faculty Affairs, the OSS | — Office of Faculty
Affairs position provides administrative and operational support for the College of Medicine’s Faculty
Affairs Office. The role includes coordinating meetings and committees, supporting faculty projects
and programming, maintaining records and data, processing purchase orders and reimbursements,
and communicating with faculty and campus partners. It also assists with faculty appointments,
promotion activities, faculty development programs, mentorship initiatives, and governance
committee support, working closely with multiple departments and committees across the College.
The position ensures accurate tracking of faculty records, workloads, classifications, and committee
terms, while maintaining a working knowledge of relevant policies and procedures to support
documentation, data management, and reporting.

POSITION COMPETENCIES
1. Job Knowledge, Task Execution & Technical Competence

The ability to perform assigned duties accurately, efficiently, and consistently while following
established policies, procedures, and regulatory requirements. This includes:

¢ Mastery of job-specific processes, systems, and tools

e Accuracy and completeness in documentation

¢ Adhering to departmental and institutional SOPs and standards

e Following compliance requirements (HIPAA, FERPA, HR regulations, general privacy laws)
e Completing routine and technical tasks independently and correctly

2. Operational Coordination, Communication & Workflow Support

The ability to support smooth operations across departments by coordinating tasks, sharing
information clearly, and maintaining workflow continuity. This includes:

e Coordinating information and tasks between units

e Providing timely updates, follow-ups, and status communication

e Assisting with handoffs, routing, processing, and preparation of materials or documentation

e Supporting faculty, staff, students, and internal stakeholders through clear and professional
communication
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Key Responsibilities include the following but not limited to:

e Provide administrative support to the Office of Faculty Affairs and faculty committees.

e Maintain accurate records of faculty appointments, rank and promotions, classifications,
workloads, committee terms, and historical records.

e Coordinate faculty promotion processes and governance elections.

e Serve as a contact for faculty, directing them to the appropriate resource for promotions,
handbooks, committee terms, and appointments.

e Support faculty development programming and track participation.

o Develop and edit newsletters, reports, announcements, and presentations.
e Maintain College of Medicine webpages and digital communications.

e Draft faculty-wide communications and maintain faculty distribution lists.

e Support faculty reporting and leadership data requests.

e Coordinate Faculty Assembly meetings and faculty events.

e Assist with alumni engagement communications.

e Support College of Medicine events.

e Maintain confidentiality and compliance with faculty and student records, FERPA,
accreditation standards, and institutional policies.

e Provide consistent, professional service to faculty, administrators, and accreditation
stakeholders.

e Proctor student exams as needed.

e Work with Dean and Accreditation team in all aspects of functions and activities including,
but not limited to gathering & presenting data relevant to demonstration of compliance with
accreditation standards.

e Perform other duties as assigned.

Skills and Qualifications:
- Bachelor's degree is required
- Experience in field preferred
- Experience working in higher education preferred
- Excellent editing and proofreading skills and attention to detail required
- Experience with Canva Pro and Adobe Creative Cloud Pro
- Must be advanced in Microsoft Suite computer program (Word, Excel, PowerPoint, etc.)

Qualities:
- Must be an excellent communicator
- Commitment to professional excellence
- Must be a self-starter, organized, and detail oriented

Equal Opportunity Employer Statement
California Northstate University is committed to providing equal employment opportunities to all
employees and applicants, regardless of protected characteristics such as race, colour, religion,

sex, national origin, age, disability, or veteran status.

Applications will be reviewed upon receipt. For full consideration, candidates should provide
curriculum vitae/resume with at least three references. All candidates are asked to provide a



CALIFORNIA NORTHSTATE
UNIVERSITY

COLLEGE of

cover letter, articulating how their knowledge, experience, and beliefs have prepared them to
function in support of California Northstate University's vision and mission statements.

Please submit your cover letter, curriculum vitae, list of references, and any additional
information to hr@cnsu.edu with the subject: “OSS | —Office of Faculty Affairs”

Review of applicants will begin immediately and will continue until position is filled. All
qualified candidates are encouraged to apply. For inquiries, please contact us at: e-mail:
hr@cnsu.edu and/or telephone: (916) 686-7300.
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