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University of Texas at El Paso 
Job Description 

  
Job Code: 0222 
Job Title:  Assistant to the Dean 
Department:  College of Health Sciences 
Reports To:  Dean 
FLSA Status:  Exempt 
Prepared by: Human Resource Services 
Creation Date: March 18, 2010  
 
Summary:  Provides advanced (senior-level) professional assistance for the Dean of the College.  Work involves coordinating or 
overseeing high level administrative operations of the Office of the Dean for respective College.  Works under minimal supervision with 
extensive latitude for the use of initiative and independent judgment and performs the following duties. 
  
Note:  The primary accountabilities below are intended to describe the general content of and requirements of this position and are not 
intended to be an exhaustive statement of duties.  Incumbents may perform all or some of the primary accountabilities listed below.  
Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the incumbents’ 
immediate supervisor or manager. 
 
Essential Duties and Responsibilities:  
 
Prepares complex documents for the Dean to including letters, memos, reports, forms, policies and procedures, as well as performing 
confidential secretarial functions, responding to routine external correspondence, and handling of confidential information. 
 
Assists the Dean in the management of his/her schedule, using Microsoft Outlook and PDA applications, schedules appointments. 
Makes travel arrangements, files travel requests, and prepares expense reports for the Dean.  Screens incoming calls and 
correspondence for the Dean from both internal and external sources and responds independently, when possible. 
 
Plans and coordinates College of Health Sciences’ public relations/ media relations activities in collaboration with 
University Communications. 
 
Organizes programs, events, meetings or conferences by arranging facilities and caterers, issuing information or invitations, 
coordinating speakers and controlling event budget. 
 
Acquires key facts, provides briefings, and drafts Dean's remarks for presentations at public events. 
 
Provides administrative support for the Dean to include telephone coverage, printing and other projects, mail handling, supplies control 
and necessary communications internally and externally. 
 
Prepares Power Point presentations and written support materials for internal and external meetings and events.   
 
Plans, designs and coordinates the production of College publications and public relations materials. 
 
Collaborates with IT staff to update website, UTEP Today, and social marketing sites. 
 
Attends meetings and other events to represent the Dean. 
 
Effectively communicates with executives and management from various domestic, international public and private organizations. 
 
Compiles and interprets complex data and writes reports for internal and external audiences. 
 
Maintains confidentiality of all University personnel and research matters. 
 
Maintains, updates and distributes, as necessary, operating procedures specific to the College. 
 
Edit and format grant applications and scientific manuscripts for publication. 
 
Performs special projects and assignments as requested by the Dean. 
 
Complies with all State and University policies. 
 
Other duties as assigned. 
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Supervisory Responsibilities                       
 
May directly supervise 1 to 3 employees in the Office of the Dean. Carries out supervisory responsibilities in accordance with the 
organization's policies and applicable laws. Responsibilities may include interviewing, hiring, and training employees; planning, 
assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving 
problems. 
 
Competencies                       
 
To perform the job successfully, an individual should demonstrate the following competencies : 
 
*Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops 
alternative solutions; Works well in group problem solving situations; Uses reason even when dealing with emotional topics. 
 
*Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others without interrupting; Keeps 
emotions under control; Remains open to others' ideas and tries new things. 
 
*Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well 
to questions; Demonstrates group presentation skills; Participates in meetings. 
 
*Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to meet needs; 
Presents numerical data effectively; Able to read and interpret written information,. 
 
*Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity and ethically; Upholds 
organizational values. 
 
*Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources; Sets goals and 
objectives; Organizes or schedules other people and their tasks; Develops realistic action plans. 
 
*Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration 
regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments. 
 
*Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve 
performance; Monitors own work to ensure quality. 
 
*Safety and Security - Observes safety and security procedures; Determines appropriate action beyond guidelines; Reports potentially 
unsafe conditions ; Uses equipment and materials properly. 
 
*Adaptability - Adapts to changes in the work environment; Manages competing demands; Changes approach or method to best fit the 
situation; Able to deal with frequent change, delays, or unexpected events. 
 
*Dependability - Follows instructions, responds to management direction; Takes responsibility for own actions; Keeps commitments; 
Commits to long hours of work when necessary to reach goals.; Completes tasks on time or notifies appropriate person with an 
alternate plan. 
 
Qualifications To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
Education and Experience                       
 
Bachelor’s degree in a health related, business or communications field (Master’s degree preferred) with two to four years related 
experience; or equivalent combination of education and experience. 
 
Communication Skills                       
 
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental 
regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general public. 
 
Mathematical Skills                       
 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to 
compute rate, ratio, and percent and to draw and interpret bar graphs. 
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Reasoning Ability                       
 
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. 
Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 
 
Computer Skills                       
 
To perform this job successfully, an individual must have knowledge of all Microsoft Office software and able to learn and use 
institutional software systems. 
 
Certificates, Licenses, Registrations  
 
Must possess a valid driver’s license issued by the State where the applicant resides and must be insurable as defined in the UT 
System BPM 16-05-02. 
 
Other Skills and Abilities                       
 
Bilingual (English/Spanish) preferred. 
 
Other Qualifications                       
 
Some travel may be required. 
 
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. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to walk and talk or hear. The employee is occasionally 
required to stand; sit; use hands to finger, handle, or feel and reach with hands and arms. The employee must regularly lift and /or 
move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close 
vision, distance vision and ability to adjust focus. 
 
Work Environment The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
While performing the duties of this Job, the employee is occasionally exposed to outside weather conditions. The noise level in the work 
environment is usually quiet. 
 
This position is security-sensitive and subject to Texas Education Code §51.215, which authorizes the employer to obtain 
criminal history record information.  
 
 
 


