University of Memphis

University Libraries Position Description


Graduate Assistant Request

Semester(s) Needed:
Fall 2011/Spring 2012

Department:

Administration

Location:

McWherter Library

Hours per Week:
20

Salary:


$875 per month

Duties:


See following position description

Submit cover letter and resume by email, fax or drop off at McWherter Library, Room 204, to the attention of Nancy Massey.

Email Address:
nmassey@memphis.edu
Fax: 678-8218

Deadline:
4:30 p.m. Monday, July 11, 2011
NO PHONE CALLS, PLEASE
I.

DEPARTMENT:  University Libraries, Administration

II.

POSITION: Graduate Assistant for Organizational Development & Assessment
III.    CLASSIFICATION:
Graduate Assistant


IV.

N
AME OF INCUMBENT:   



V.   POSITION NO. 

VI.

JOB PURPOSE: 

This position will work with the Assistant to the Dean for Organizational Development and Assessment to gather, prepare and analyze information for decision making within the University Libraries. He/she will further analyze a customer satisfaction survey (LibQUAL+) and participate in the administration and analysis of focus groups.
VII. DUTIES AND RESPONSIBILITIES

A. Uses SPSS or other appropriate software to analyze data from LibQUAl+, a customer service survey. 

· Prepares charts to illustrate data.
B. Helps with focus groups
· Assists with preparing material to recruit focus group participants

· Runs errands on campus and within the library in support of the focus groups.
· Assists with setting up focus group meeting areas

· Transcribes focus group sessions

· Helps code the data
· Assists with shredding of designated materials.

· Assists with preparation and distribution of large mailings and distributions including emails.

· Replenishes paper in office machines, reports problems or breakdowns.

· Assists with resolving simple software and/or hardware glitches and informs the Library Information Systems Department as appropriate.

· Assists with preparation of refreshments, meeting materials, and room arrangements when needed for library sponsored meetings.

· Assists library users with resolving problems with networked copying/ printing system in use in for the public access machines

C. Performs other duties as assigned

1. Acts as secretary for the monthly Library Planning and Assessment committee meetings
2. Conducts research to gather information on various topics as requested.
3. Assumes other duties as assigned to ensure the efficient operation of the libraries administrative office.

C.   DIRECTION RECEIVED



Reports to the Assistant to the Dean of Libraries for Organizational Development and Assessment 
CI.         DIRECTION GIVEN

  May supervise the work of a student assistant

X.
      JOB SPECIFICATIONS

Requires bachelor’s degree; must be currently enrolled in a Graduate program at the University.

XI.

SPECIAL CONDITIONS

This is a part-time position requiring a 20-hour workweek. The primary work schedule for this position will work around the class schedule of the GA but will fall into the  timeframe of Mon. through Fri. 8:00 a.m. to 4:30 p.m. 
XII.
REQUIRED KNOWLEDGE, SKILLS, ABILITIES, AND CHARACTERISTICS

1. Experience using a computer in a work setting including word processing, spreadsheets, SPSS, and other basic software.

2. Ability to understand and follow instructions whether given verbally, electronically, or in writing.

3. Good interpersonal skills and ability to communicate effectively both orally and in writing.

4. Good organizational skills and ability to work on multiple projects simultaneously.

5. Ability to work effectively with highly diverse groups of employees, students, and the public.

6. Ability to work effectively as a team member to achieve collective goals.

7. Reliable and able to work independently with general supervision.

   XIII.
WORKING CONDITIONS

Business office environment withpublic contact.  Position requires some standing, walking, stooping, and reaching.  Some duties may require some lifting and pushing of wheeled carts. Requires ease with face-to-face, telephone, or online communications.

Description last updated:  June 2011
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