
          JOB OPPORTUNITIES 
Administrative Assistant 

for Academic and Contextual Matters 
Trinity Lutheran Seminary 

 
Posted August 21, 2018 
The Administrative Assistant for Academic and Contextual Matters provides administrative support for the 
Director for Contextual and Experiential Formation, the Associate Dean for Academics, and other faculty, 
as needed. This position provides administrative support for all academic programs and serves as the 
administrator for occasional programs. 
 
Duties and Responsibilities: 

• Manage seminary record keeping for academic and contextual matters, including maintaining the 
contextual educational placement database and performing student transcript audits. 

• Provide administrative support for academic and contextual matters, including the ELCA Candidacy 
process. 

• Manage the offices of the Director for Contextual and Experiential Formation and the Associate Dean for 
Academics. 

• Work collaboratively with the Executive Assistant to the Dean of the Seminary to prioritize and accomplish 
time-sensitive tasks. 

• Coordinate and administer ongoing and occasional programs and events. 
• Coordinate travel for the Dean of the Seminary and others, as needed. 
• Manage and maintain nearby copiers, printers and supplies in collaboration with the Executive Assistant 

to the Dean of the Seminary and appropriate staff.  
 

Qualifications: 
• High school diploma or equivalent; 2-5 years of experience in the primary responsibilities and proven 

ability in the qualifications. 
• Strong organizational skills, attention to detail and vast experience in project management.  
• Ability to see complex projects through to completion with minimal supervision. 
• Strong computer skills, including proficiency with Microsoft Office suite and with database 

management; ability to manage various databases. 
 

Capital University is committed to increasing the diversity of the Capital community and curriculum. This 
commitment includes Capital’s dedication to the development of faculty and staff who are committed to 
inclusive practices in teaching, learning, working and all other campus and community interactions. Candidates 
who can contribute to that goal are particularly encouraged to apply.  

 
Capital University offers a rich benefits package that includes medical, dental, vision, retirement, family education 
benefits, short-term and long-term disability, life insurance and free parking. 
 
Hourly Range Begins at: $15.03; 37.5 hour work week.    
 

Send cover letter, resume, and contact information for three references electronically to: 
jobs@capital.edu 

 
For more information on Capital University, visit our website at www.capital.edu. 
 
Capital University is an equal opportunity employer, and supports a diverse and inclusive campus 
community. Capital University does not discriminate on the basis of race, color, national or ethnic origin, 
sexual orientation, religion, sex, gender, age, disability, veteran status, or other characteristics 
protected by the law. 
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