Typical Duties performed by the Administrative Aide Staff Members
1. Process reimbursement claim forms for inclusion on the M Drive and submission to Sponsored Project Officers (SPO).

2. Coordinate the preparation and distribution of recommendation letters for students, poctdocs and others.

3. Compose documents using PC applications. 

4. Enter data in databases.

5. Compile data and enter data for reports and research proposals.

6. Generate reports from databases.

7. Proofread and edit documents and manuscripts.

8. Prepare and edit spreadsheets. 

9. Prepare and edit PowerPoint presentations.

10. Prepare and edit web pages.

11. Word processing using latex (once trained).

12. Assist at special events.

13. Coordinate arrangements for special events: room reservations, materials preparation, travel arrangements and accommodations for guests.

14. Coordinate arrangements for meetings, seminars, conferences, and for visitors.

15. File, fax and mail documents.

16.  Provide support during conferences by staffing registration desk, assisting with preparation of materials and other related duties.

17.  Other duties as assigned. E.g., assist with mail distribution.

