
Job Description 

 

Department:    Library Dean’s Office 

Position:  Student Employee 

 

Qualifications:   

• Skill in graphic design for online graphics and other digital illustrations 
• Familiarity with Spreadsheets blogging software, like wordpress, preferred, but 

not required 
• Proficient in Microsoft Office: Word/Excel  
• Well organized and detail oriented 
• Strong work ethic - punctual and dependable 
• Able to handle confidential information with discretion and good judgment 
• Able to work independently once trained 
• Possess a positive attitude (well-developed interpersonal skills) 

 

Summary:  

The student employee will perform graphic design projects as well as basic office 
duties: answering phones, greeting guests, copying, filing, maintaining records, and 
delivering or picking up documents from various offices across campus, 

 
 
Preferred Availability:  
 
Nine hours per week.  Monday – Friday 8:00am-5:00pm.   Position begins summer 
2015.  
 
	
  


