
A R E  Y O U   E X P E R I E N C E D  O R  C E R T I F I E D  I N  

B L U E ?  C H E C K  O U T  T H I S  J O B  P O S T I N G !

EXECUTIVE ASSISTANT 
(OFFICE OF THE PROVOST) 

- 
CALIFORNIA INSTITUTE OF 

INTEGRAL STUDIES 

D A T E  P O S T E D :  1 0 / 3 1 / 2 0 1 7

 

J o b  D e s c r i p t i o n :  

 

A d m i n i s t e r  e a c h  s e m e s t e r ' s  c o u r s e  

e v a l u a t i o n  c y c l e ,  c o o r d i n a t e ,  b u i l d ,  

d i s t r i b u t e , a n d  c o l l e c t  s u r v e y s ,  

c r e a t e  r e p o r t s  f o r  c o l l e c t i o n  o f  

c o u r s e  a n d  f a c u l t y  d a t a ,  u p d a t e  

C I I S  w e b s i t e ,  a n d  m o r e .

View the full  job posting here

https://www.higheredjobs.com/details.cfm?JobCode=176597771

