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                                                                            STUDENT JOB OPPORTUNITY
	

	JOB TITLE:   Summer Registrar’s Assistant 


	DEPARTMENT:  Registration and Records


	CONTACT PERSON/EMAIL/PHONE #:  B. Beverly Schmalhofer, Sr. Associate Registrar, schmalhofeb@etown.edu , 717-361-1422
TO APPLY:   Interested students should contact Mrs. Schmalhofer, schmalhofeb@etown.edu  

	STUDENT JOB DESCRIPTION:  The primary purpose of this position is to assist in the coordination of day-to-day functions in the Registration and Records Office.  General office functions include (but not limited to): answering phones, filing, copying, scanning documents, data entry, running errands, assisting with projects and other general office duties. A high level of confidentiality is required in this position. Sophomore or Junior status preferred. Federal work study students are encouraged to apply.
QUALIFICATIONS:
· Student Assistants must maintain a minimum semester 2.0 GPA. 

· Student Assistants placed on disciplinary or integrity violation are ineligible for employment.
· Ability to preserve confidentiality of information is REQUIRED.
· Knowledge of FERPA and Catalog policy is REQUIRED.

· 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.

· Exceptional customer service skills.

· Excellent written and oral communication skills.
· Ability to use a multi-line phone system.
· Proficient with Microsoft Office (Word, Excel, Access, Publisher)
PHYSICAL DEMANDS
· Regularly required to climb stairs.

· Occasionally required to lift up to 25 pounds and carry a distance of 10 feet.

· Occasionally required to push and/or pull up to 25 pounds a distance of 10 feet.

	HOURS and/or HOURS PER WEEK REQUIRED: Flexible schedule between the hours of 8am – 4:30pm. For a maximum of 20 hours/week.  No nights or weekends.  


	PAY RATE:  7.50/hour  


	SPECIAL SKILLS NEEDED (for example—drivers license/van training, CPR, etc.): 



AA/EOE

