
Position title:
Assistant to the Associate Dean of Research and Advisory Services

Who we are:
The Virginia Institute of Marine Science (VIMS) is the graduate school of marine science at William and Mary with a unique tri-part mission to conduct research in coastal ocean and estuarine science, educate students and citizens, and provide advisory service to policy makers, industry, and the public. The VIMS community is made up of approximately 500 faculty, staff, and students. The Office of Research and Advisory Services (ORAS) provides oversight and leadership for the research and advisory portions of this mission. The ORAS currently comprises three individuals, headed by the Associate Dean of Research and Advisory Services.

Where we are:
VIMS is located on its own campus on the bank of the York River in Gloucester Point, Virginia, approximately 13 miles east of the main William and Mary campus in Williamsburg.

Who we want:
We are looking for a detail-oriented individual to provide executive-level, confidential, and complex administrative support to the Associate Dean of Research and Advisory Service. Duties will involve typical administrative tasks such as managing the Associate Dean’s schedule, travel, meeting minutes and agendas, and serving as the first point of contact for the ORAS. Additional duties include editing and assisting in report development, maintaining office files and databases, website maintenance, and budget and finance tracking and management. The Assistant will primarily support the Associate Dean, but will also work with the rest of the ORAS team. Our ideal candidate will have a marine science or related background and experience with technical/scientific writing, budget management, working with natural resource agencies, and working in a higher education or research environment. 

William & Mary and the Virginia Institute of Marine Science values diversity and invites applications from underrepresented groups who will enrich the research, teaching and service missions of the university. The university is an Equal Opportunity/Affirmative Action employer and encourages applications from women, minorities, protected veterans, and individuals with disabilities.
[bookmark: _GoBack]
What you get:
Salary range is $40,000 - $45,000, depending upon experience. The position is non-exempt and therefore eligible to receive overtime. Full benefits include retirement, health insurance, sick leave, and paid annual leave.

How to apply:
Complete the full application, including a cover letter and resume/CV, online at: https://jobs.wm.edu/postings/34564
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