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Alice Ottun was born on North Dakota on October 19, 1897. She attended the State Normal School in Dillon, Montana, the State Teachers College in Whitewater, Wisconsin, New York University where she received a B.S., and Columbia  University where she obtained her M.A. degree in June 1929. 
She began at Pace Institute in September 1929, as Director of the Day School Division (all programs) and Secretarial Practise Evening Division. Lillian Smith was in charge of the Accountancy Evening Division at the same time. When Miss Smith resigned, Miss Ottun was made Dean of both Day and Evening Divisions. In addition to her administrative duties, she also taught secretarial 

In 1974 she was contacted by Dr. Joseph Sinzer, then the Pace University Historian, for recollections about her Pace career. In a letter dated October 17, 1974 she wrote:

“I worked hard to develop the four-year day and six-year evening programs for accreditation and degree approval. It was irony that the State’s approval of these courses and awarding Pace its new name—Pace College—and giving it the degree-granting powers came to the College the day of my resignation.”
She held a number of positions in higher and secondary education after leaving Pace, and even found time to author the “Secretarial Handbook” section of the Funk & Wagnalls Standard Desk Dictionary (1977). She died on April 1, 2001, at the age of 103. Her life had spanned three centuries.
