TEXAS WOMAN'S UNIVERSITY

CENTER FOR STUDENT DEVELOPMENT
Student Assistant

Job Description
A student is to assist the full time staff with any and all duties.  The student assistant serves as a part time receptionist, clerical specialist, and clerk/typist as the need arises and skills provide.

Qualifications

A student assistant should:

1. Be enrolled as a student in good standing at Texas Woman's University with a GPA of 2.5 or better.


2. Be able to arrange classes so at least two consecutive hours are available in the morning or afternoon or both.  One to two Saturdays per semester are possible.  The Center for Student Development Office is open Monday - Thursday from 8 a.m. to 6 p.m. and on Fridays from 8 a.m. to 5 p.m.


3. Have some typing and computer skills.


4. Possess excellent communication skills and public relation skills.


5. Wear clothing that is appropriate for an office.  Items should be to fingertip length.  (No jeans with holes, tub/tank tops, or short shorts.)


6. Be dependable (i.e. work the schedule agreed upon) and arrive to work promptly when scheduled.


7. Call when late or sick (ext. 3632 or 3626), and leave messages is no one is available.

Compensation

A student works a maximum of 20 hours per week (15 for Project Pioneer students) at the current University wage rate.  Average duty is 4-5 hours daily, Monday through Friday, at hours given above.  It is the student worker’s responsibility to input his/her daily time on the online timesheet and complete the timesheet by the 15th of every month.

Job Summary:

Perform responsible administrative duties and secretarial tasks that assist one or more persons in the organization.  Responsibilities include customer service, office and ticket sales, and following operations procedures and policies development relating to the customer service desk.  An understanding of university policies, procedures and activities is necessary in order to make required independent judgments and initiative is necessary to assist in completion of unusual or complex work situations.  Work is performed under administrative supervision and subject to periodic review.  Performance evaluation is based on the overall operation of the assigned responsibilities.

Reports to:  Administrative Assistant of the Center for Student Development

Essential Duties and Responsibilities:

· Oversee the prompt and courteous attention to the inquiries at the front desk from students, faculty, staff and community.

· Respond to telephone questions and inquiries from visitors on departmental policies and procedures.

· Develop and interprets policy and procedures for the front office operations.

· Correspondence to supervisor and other staff members; other offices and departments; and to the general public relating to office operations and activities.

· Maintain a variety of record and files on the computer.

· Assemble and organize materials used for complex or large projects or activities.

· Perform specialized functions and completes special projects.

Minimum Qualifications:
2.5 GPA; Knowledge of campus; Previous clerical experience; Workstudy/Project Pioneer

Education:
High School Graduate/GED; Enrolled TWU student

Experience:
Multi-line phone; PC computer; (see skills & abilities)

Knowledge, Skills and Abilities:

· Knowledge of modern business practices and methods relating to office operations.

· Ability to operate or learn to operate office machines required to perform the assigned work that may include a computer, printer, calculator, facsimile machine, typewriter, copier, single or multi-line phone, or cash register.

· Ability to effectively communicate both written and orally, both in person and by telephone.

· Ability to perform mathematical calculations and/or verify information accurately.

· Knowledge of mainframe/personal computer systems with word processing and database management.

· Ability to sit, reach, sort, file, write, operate office machinery while performing essential functions.

· Ability to work in an indoor, often noisy and busy atmosphere.

· Ability to run errands and walk across campus for pick up or deliveries.

