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JOB DESCRIPTION INSTRUCTIONS
Name of Position: Academic Dean Student Worker
Department: Academic Dean
Campus Location: Christy 116
Supervisor: Tamara McEwen
Length of Contract: Spring 2026 Semester 
Pay Rate: Minimum Wage 
Job Purpose: The individual in this position will assist the academic dean with various tasks such as double checking that things are posted on SharePoint correctly, maintaining correspondence, scheduling, and various generic office tasks that require proficiency with using a computer, specifically Microsoft Office applications such as Word, Excel, and Outlook.  
Job Responsibilities: 
• Assist with filing, correspondence, running errands on campus, and making copies. 
• Data entry into a Microsoft Excel spreadsheet; database, etc.
• Other administrative duties or special projects as assigned. 

Qualifications:

• Familiarity with the office equipment (copier, scanner, laptop computer). 
• Good computer skills (Microsoft Outlook, Word, Excel). 
• Excellent communication skills and detail oriented. 
• The ability to handle confidential matters and to be professional. 
• Ability to work well with others. 
• Willingness to tackle new projects. 
• Ability to work between 5-10 hours per week. 
• Flexible schedule (if required). 

Skill Development Areas: 
Listening, Time Management, Multitasking, and Communication.

Evaluation: The student will be evaluated on an ongoing basis, with the main areas for evaluation being efficiency and timely communication. An official evaluation will be completed at the end of the contract term.  
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