Student Worker Job Description
Level III Clerical Assistant Position


The Clerical Assistant Position will report directly to the Manager for Administrative Services and Operations at the University of Memphis-Lambuth.  Pay rate for this position is $9.00 per hour; expected work load is 10-20 hours per week.

The Clerical Assistant will support Faculty Administrative Services, including the following areas:
· Reception/information desk during scheduled lunch breaks and as a backup in the event staff member is not available.  Responsibilities include: greeting visitors/students/faculty as they enter the main administration building, answering the switchboard, directing students to classrooms, and answering general questions. 
· Faculty support, Varnell-Jones Hall (three floors). Responsibilities include: monitor paper status in copiers and refill as needed, monitor bulletin boards and post new notices (campus-wide) as required, assist with faculty support requests, some computer work (MS Office suite, including Word and Excel), special projects as assigned. 
· Assist with special planetarium programs as needed 

The Clerical Assistant may be asked to cover additional shifts on occasion, but only with advanced notice and without interfering with the student worker’s class schedule. During the academic year, the Clerical Assistant will not be expected to work if classes are not in session (i.e. spring break, holiday closings, inclement weather closings).  

Contact Candy Donald at cfdonald@memphis.edu for application instructions.
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