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                                                                            STUDENT JOB OPPORTUNITY
	

	JOB TITLE:   Student Assistant


	DEPARTMENT:  President’s Office


	CONTACT PERSON/EMAIL/PHONE #:  Sheryl Cyphert, Executive Assistant to the President, cyphersr@etown.edu, (717) 361-1193
TO APPLY:   Email application and cover letter to cyphersr@etown.edu


	STUDENT JOB DESCRIPTION:  Primary purpose of this position is to assist the President’s Office in various  day-to-day functions, including but not limited to:

· Maintaining the President’s social media presence
· Office tasks – as assigned
· Research work for the President
· Devising and implementing a series of events throughout the year for students to connect with the President

· Special projects – as assigned

QUALIFICATIONS: 
· Ability to preserve confidentiality of information.

· Ability to prioritize multiple tasks in a fast-paced environment.

· Strong organizational skills and attention to detail.

· Ability to work within strict deadlines.

· Good interpersonal skills and desire to be a team player.

· Creative problem-solving skills.
· Critical thinking skills.
· Exceptional customer service skills.

· Excellent written communication skills.

· Excellent oral communication skills.
· Excellent social media skills.
· Sense of creativity.

· Proficient with Microsoft Office (Word, Excel, Access, Publisher)

PHYSICAL DEMANDS
· Regularly required to remain seated in a normal position for long/extended periods of time.

· Occasionally required to stand for long/extended periods of time.

· Occasionally required to reach up and out with hands & arms.

· Regularly required to talk and hear; verbally express information or instructions.

· Regularly required to use hands to grasp objects, type, pick up objects, move objects or hold objects.

	HOURS and/or HOURS PER WEEK REQUIRED: 5-10 hours/week, to be determined by the President’s Office needs

	PAY RATE:  $7.25

	SPECIAL SKILLS NEEDED  Foreign language ability is preferred, but not required.



AA/EOE

