SAGINAW VALLEY STATE UNIVERSITY

JOB DESCRIPTION

JOB TITLE: 

Student Employee





DEPARTMENT: 
Your department here.





JOB SUMMARY:  Provide support for clerical and reception functions and assist with event production. 

ESSENTIAL DUTIES & RESPONSIBILITIES:
· Accurately and expeditiously perform data entry to include processing job postings, updating student/employer records, and tabulating survey responses.

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

· Schedule appointments for professional staff people utilizing the department’s calendar software.

· Appropriately refer people to various departmental resources to include Internet solutions, publications, and events.  

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

· Participate in the implementation of various recruitment events.

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

· Follow departmental policy to process on-campus interviews and employment fair registrations with close guidance from full-time staff.

SUPERVISION RECEIVED:

Supervision is received from ________ with functional supervision exercised by _________ (if applicable).

SUPERVISION EXERCISED:

None.

WORKING CONDITIONS:

Duties are generally performed inside and not exposed 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.

MINIMUM QUALIFICATIONS FOR FEDERAL WORK STUDY POSITIONS: (DO NOT CHANGE)
· Must be a current, degree seeking, Saginaw Valley State University student

· 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

· <b>Must be qualified to receive payment via the Federal College Workstudy (CWS) Program.  Students may contact the office of Scholarships and Financial Aid in Wickes Hall or http://www.svsu.edu/financialaid/types-of-financial-aid/work-study.html for additional information.</b>
ADDITIONAL MINIMUM QUALIFICATIONS:

· Strong written and oral communication and interpersonal skills

· Ability to work with a diverse student population and various on- and off-campus professional populations

· Ability to work independently and on teams including under occasional pressure

· Ability to mentally and physically perform the essential duties of the position with or without accommodation

SYSTEM SCREENING REQUIREMENTS: (optional, but not editable once posted): 

SVSU GPA:

 

Majors:
