P O S I T I O N   A N N O U N C E M E N T

LICENSING ASSISTANT

The University Corporation seeks an energetic individual to assist with the implementation of CSUN’s Licensing and Facilities Rental program.  The successful candidate will be instrumental in continuing the growth and success of this exciting department.

DUTIES: Under general supervision of the Associate Executive Director, develops, coordinates and assists with the  implementation of  the Licensing and Facilities Rental program, prepares direct marketing mailers and flyers, makes changes to Licensing web site, promotes campus facilities; researches new business opportunities, reviews and revises contracts and agreements.  Performs heavy phone and email contact with clients and campus departments, guides visitors on walking tours of the campus for new contracts; prepares Licensing’s quarterly summary report, prepares and maintains cell site spreadsheets and reports; coordinates and provides access to campus facilities for annual equipment upgrades.  Monitors status of potential, current, open contracts and closing contracts; reconciles, prepares chargeback forms, deposits, and check request; researches questions and discrepancies; follows-up with internal and external individuals to resolve issues; interfaces with the campus as required; and performs other duties as assigned.

QUALIFICATIONS: Equivalent to three years of full-time, administrative, marketing, licensing or technical experience that has provided the applicant with the knowledge, specialized skills and abilities listed.  College education/vocational school training in business, film studies, communications or related field may be substituted for up to two years of the required experience.  Prior experience with marketing, licensing, or web-based skills desired.  Must be detail oriented.  Experience in editing and financial/bookkeeping experience is preferred.  Proficiency with personal computer and Microsoft Word and Excel is required.  Familiar with web maintenance (dreamware software) a plus.  Knowledge, Specialized Skills, and Abilities: Working knowledge of arithmetic and general record keeping methods, procedures, and practices.  Some knowledge of the film industry and ability to deal with strong personalities within the entertainment industry preferred.  Ability and specialized skills to: independently interpret and apply a wide variety of complex policies and procedures; coordinate multiple administrative tasks, prioritize, set, and meet respective deadlines; deal effectively in a patient and professional manner with staff and visitors, sometimes in challenging situations; investigate, analyze, and resolve routine clerical problems; work in a busy, fast paced environment with ability to handle multiple tasks; communicate effectively both orally and in writing; independently prepare and draft clear and concise final form of memoranda and correspondence; keep moderately complex records and files; establish and maintain effective working relationships with others.  Possess and exhibits excellent customer service skills.

Contact Cheryl Myers for information (818) 677-5040; email resume to: cheryl.myers@csun.edu

For required application go to :   http://www-admn.csun.edu/hrs/forms/EMPLOYMENTAPPLICATION.dot

For Licensing Dept information go to: http://www.csun.edu/licensing/




$2320-3480 mo.

(Hours: 7:00am-4:00pm or 8:00am-5:00pm, to be arranged, M-F)

(Hiring Range: up to $3000 mo.)

Open Until Filled - Review begins July 23, 2007
