SAGINAW VALLEY STATE UNIVERSITY

(Department)

JOB DESCRIPTION

JOB TITLE: Student Employee






JOB SUMMARY:  Provide support and assist with clerical, customer service, and/or general labor. 

ESSENTIAL DUTIES & RESPONSIBILITIES:
· Perform general labor requiring minimal training and under the supervision of a full-time staff member(s).

· Accurately and expeditiously perform data entry.

· Utilize microcomputer software (e.g., MS Word, Excel, Access; Corel Word Perfect, etc.) to complete tasks as assigned.

· Assist with record keeping and filing.

· Help departmental customers / clients to obtain services, utilize resources, and/or access assistance from full-time staff members.

· Greet office visitors, answer the telephone, and appropriately record messages.

· Schedule appointments for professional staff people.

· Appropriately refer people to various departmental resources (e.g., Internet solutions, publications, etc.)

· Create and update bulletin boards, campus postings, and department publications as directed.

· Participate in the implementation of events (e.g., ushering, security, orientation, etc.)

· Process mailings (i.e., fold letters, stuff envelopes, etc.).

· Monitor and control access to facilities (i.e., weight rooms, buildings, laboratories, etc.).

· Track supply usage and conduct inventories.

· Work in a safe manner adhering to departmental guidelines and training.

· Dress appropriately for work/job requirements.

MINIMUM QUALIFICATIONS:

· Enrolled in SVSU classes as a degree seeking student (excludes guest students)

· Fall and Winter: at least 6 credit hours each semester

· Spring / Summer: at least 6 credits total or be pre-registered for at least 6 credits for the upcoming Fall semester

SUPERVISION RECEIVED:  Departmental student employee supervisor and/or his/her designee

SUPERVISION EXERCISED:  As assigned 

WORKING CONDITIONS: 

· Work may be performed either outside or inside

· Work may require exposure to adverse conditions 

The above reflects the general details considered necessary to describe the essential functions of the job, and shall not be construed as an exhaustive statement of duties, responsibilities, or requirements that may be inherent in the job.  It is not intended to limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his/her supervision.  The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or level of difficulty.
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