
	
CDSP	Student	Worker	Job	Description	
	
Posting	Date:	July	12,	2017	
Job	Title:	Office	Assistant	
Department:	Registrar/Academics	
Supervisor:	Mary	McChesney-Young	(Registrar)	
	
Job	Description	&	Duties:		
This	position	provides	administrative	support	to	the	Registrar’s	office	and	faculty/academic	dean	
on	an	ongoing	basis.	Hours	are	variable	depending	upon	tasks	assigned	any	given	week	throughout	
the	year.		
Tasks	may	include:	

•! Scanning	and	photocopying	for	faculty.		
•! Collecting/printing/filing	syllabi.	
•! Posting/management	of	textbook	listings.	
•! Printing/organizing	orientation	materials	+	academic	handbook	for	Summer	and	Fall.	
•! Collecting	course	evaluation	templates	and	setting	up	surveys.	
•! Consumer	information	gathering/formatting.	
•! Collection/tracking	of	forms.		
•! General	clerical	work	(formatting/printing	documents,	stuffing	folders/envelopes,	etc.).	
•! Creation	of	new	student	academic	folders.		
•! File/label	making.		
•! Assistance	with	Commencement	prep.	

	
Qualifications:	
To	perform	this	job	successfully,	an	individual	must	be	able	to	perform	each	essential	duty	
satisfactorily.	The	requirements	listed	below	are	representative	of	the	knowledge,	skill,	and/or	
ability	required.	Reasonable	accommodations	may	be	made	to	enable	individuals	with	disabilities	
to	perform	the	essential	duties/functions.	

•! Good	organizational	skills	
•! Attention	to	detail	
•! Clear,	friendly,	and	respectful	communication	skills	(written	and	verbal)	
•! Accurate	spelling,	typing,	and	proofreading	
•! Basic	tech	skills:	word	processing,	scanning,	photocopying,	simple	spreadsheets.	

	
Number	of	positions	open:		up	to	2	
Hours	per	week:	1	to	15;	varies	by	project	and	time	of	year	
Date	job	is	to	begin:	August	(or	September)	
Hourly	Rate:	$12.53	
Period	of	Employment:	by	semester	or	year	
Preferred	Work	Days:	n/a	
Apply	to:	Mary	McChesney-Young	
Application	Closing	Date:		August	11,	2017	


