JOB DESCRIPTION INSTRUCTIONS
Campus Life Student Assistant
Name of Position: Student Assistant 
Department: Campus Life
Supervisor: Claire Nichols, Director of Campus Life 
Length of Contract: Academic Year 2025-2026 
Hours: 5-10 per week 
Pay Rate: Minimum Wage; Management Grant 
Job Responsibilities: The Campus Life Student Assistant assists the Campus Life Director with daily tasks regarding Student Foundation, Student Government Association, and Student Affairs. This student has held a position in at least one of the two student organizations and has shown leadership, professionalism, and a drive for learning. This position is a step above a Campus Life Executive position. They will lead and attend meetings in place of the Campus Life Director, work one on one with Campus Life Executives, and assist in planning and executing higher level events (Orientation, Homecoming, & Summer Send Off). 
· Attending Orientation/Builder Fest as the Student Assistant  
· Attend weekly executive meetings for SGA or StuFu 
· Weekly one-on-one meeting with Campus Life Directory 
· Assist in maintaining and keeping Campus Life Office clean and organized 
· Maintain the following hours: 
· 5 hours as set office hours in the Campus Life office 
· 5 hours attending meetings with students, staff, or faculty 
· 5-10 hours assisting with meetings and events with SGA and StuFu 
· Duties begin in August 
· Help with recruitment of executives for SGA and StuFu 
· Lead executive meetings, senate meetings, and events as needed 
· Work with incoming Student Assistant to prepare them for their duties 
· Set individuals goal within the Campus Life Director 
Qualifications:
· Must have held a position as an executive on Student Government Association and/or Student Foundations for one academic year 
· Good academic standing (3.0 cumulative GPA)
· Servant attitude towards SC with appositive work ethic
· A desire to work with student, faculty and staff
· Positive attitude
· Good customer service skills 
· Good disciplinary standing
· Sensitivity to diversity
Evaluation: Student will be evaluated based on performance and completion of their set goals at the end of each semester. Individuals who wish to become the Campus Life Student Assistant must apply and interview during the spring term of each academic year.


