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                                                                            STUDENT JOB OPPORTUNITY
	

	JOB TITLE:   Student Assistant


	DEPARTMENT:  Susquehanna Valley Ministry Center


	CONTACT PERSON/EMAIL/PHONE #:  Erika Fitz, Program Coordinator
TO APPLY:   Email Resume and Cover Letter to Erika (fitze@etown.edu)


	STUDENT JOB DESCRIPTION:  SVMC is a small non-profit on campus that provides education for Church of the Brethren ministers.  The student worker will assist with general office duties (filing, copying, mailings) and special projects such as event promotion and database research.  Must be dependable, self-motivated, responsible with confidential material, and able to work independently. Attention to detail and good problem-solving/reasoning skills are essential. Someone with strong communication skills is highly desirable, and such a person may be given more creative work. Should be familiar with Word and Excel and willing to learn new skills as necessary.
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.

· Exceptional customer service skills.

· Excellent written communication 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.



	HOURS and/or HOURS PER WEEK REQUIRED: 6-10 (daytime) hours per week, flexible


	PAY RATE:  $7.75-$8.00/hour, depending on experience


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



AA/EOE

