
Job Title: Office Assistant 
 
General Job Summary:  Responsible for daily Conference Services office duties including organizing and maintaining 
files, communicating with various departments and managing fiscal operations. Performs tasks given by the 
administrative staff, and reports to the Director of Conference Services.   
 
Responsibilities: 
1. Answer the main line and address questions or concerns by clients, guests, or staff. Direct calls to the appropriate 

staff member or department. Provide customer support on-site at the Information Desk or at the office. 
 

2. Process credit card payments for registrations or group invoices according to College policies. Keep a record of these 
transactions and send corresponding confirmations. 

 
3. Prepare, organize and track invoices according to College policies from various service providers. Provide Director 

with completed invoices for approval. 

 
4. File each staff’s timecard and summarize their hours at the end of the week.  

 
5. Sort the daily mail, filing or delivering to corresponding staff members and updating the package log. 
 
6. Submit work orders to Facilities Management to ensure timely preparation for group arrivals and remedy of 

maintenance issues during group stay. Monitor completion of work requested and follow-up as needed.  Maintain 

log of work orders submitted, tracking work order numbers, and provide periodic and final reports to the director 

for billing purposes. 

7. Prepare and send daily reports to Facilities Management and Police Department, in order to update them daily on 
group schedules and building usage.  

 
8. Maintain group master files. Complete filing on daily basis. Duplicate and distribute documents so originals are in 

the master file, copies for billing purposes are forwarded to Director, and other copies are distributed as required to 
assure a timely flow of information.  After group departure, review master file to ensure documents are filed in 
proper order; prepare final housing reports and while review for accuracy, summarize bed nights; prepare initial 
invoice; deliver up-to-date file with initial invoice to Director. 

 

9. Create the weekly staff newsletter, Conference Conundrum. Update repeat content and create templates. 
 

10. Perform data entry to include billing information, damages and other charges.  Review on a frequent basis to ensure 
accuracy.  

 

11. Provide support and backup for Conference Assistants in their duty night rotation shifts. Rotate with other summer 
staff (Monday-Sunday) between 5:00pm and 8:00am.  

 
12. Perform other duties as requested by administrative staff.  Tasks include, but are not limited to, submitting audio-

visual quotes and requests, contacting service providers to unlock rooms and scheduling security presentations. May 
be asked to work check in/outs, and give security presentation at check-in meeting. 

 
13. Attend weekly training sessions during the spring semester.  Attend scheduled summer meetings.    Participate in 

and conduct portions of the summer staff training. Read blog and keep up-to-date on occurrences.  
 

14. Represent the College in a professional and positive manner to conference guests and provide quality customer 
service.  Respond to emergencies in a calm and professional manner.  Address critical issues with the administrative 
staff. 

 



Qualifications: 

 Preference will be given to candidates with previous experience as a member of Conference Services staff. 

 Candidate must have excellent knowledge of William and Mary facilities, in particular the residence halls, and the 
Williamsburg area.   

 Must have valid driver’s license or ability to obtain one. 

 Strong organizational, time management, scheduling, and customer service skills required. Must be able to adapt to 
change quickly.  

 Knowledge or strong skills in project management and completion. 

 Possess the following characteristics – dependable, punctual, detail oriented, courteous, motivated, patient, and 
able to work with diverse groups. 

 Basic computer abilities with working knowledge of Microsoft Word and Excel required.  Ability to maintain data 
with high degree of accuracy under tight deadlines. 

 Ability to work independently, as well as cooperatively in a team setting. 

 Ability to perform physical labor (lifting moderate weight of 25 – 75 lbs.) and work outdoors required.  Must be able 
to work irregular work schedules, to include nights and weekends. 

 
Employment Requirement:  Candidate must agree that the Conference Services position will be their primary 
employment during the summer contract period.  Any secondary employment, research, internship or summer school 
enrollment must be approved, in writing, by the Director of Conference Services. Candidate must possess a valid driver’s 
license for at least 6 months prior to employment start date. 
 
Compensation:  Compensation package includes competitive salary, as well as on campus housing for summer contract 
period.  
 
Benefits:  Candidate will gain professional work experience, which can be applied to all future employment. They will 
learn to work with diverse staff and conference groups; proper office etiquette and procedures; to develop and maintain 
professional relationships with service providers and group leaders; to gain supervisory and leadership skills; to develop 
strong customer relations; and to gain extensive database experience.  


