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FRONT DESK RECEPTIONIST Bldg. 1500

5-7 pm  Mon, Tues/ Weds 5-6:30

Greet students, make appointments, direct traffic to proper department, answer phones, computer data entry, give basic information.  Must have excellent interpersonal skills, have patience, and above all must be reliable.  
COUNSELING ASSISTANT  Bldg. 700
11-15 hrs/wk summer, Counseling front desk 
Greet students and answering general information. Scheduling appointments, answer phones, special projects, and provide customer service to students, faculty and visitors.  Must have computer knowledge, good phone manner, and ability to work well with people with limited supervision.

OFFICE ASSISTANT, VICE PRESIDENT OF STUDENT SERVICES OFFICE

29-32 hrs/wk  summer, 12-20 school year, flexible with your schedule.

Ability to organize and plan events, answer phones, customer service, filing, copying, word processing, mass mailing projects, delivery to departments. Must have good computer knowledge (word, excel, database software) and type minimum 35 wpm, excellent phone manner, ability to multi-task and a professional demeanor.

ASSISTANT FOR MASS COMMUNICATIONS THE LPC EXPRESS 
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 6-20 hrs fall/spring,

Assist the instructors and instructional assistant in all aspects of production of the newspaper.  Typical duties will include answering the phone, communicating with current and potential advertisers, inputting copy, working with students, and assisting in layout of newspaper.  Proficiency on computer required.  Mac/Quark experience desired (but will train).  Good organization, communication, time management and leadership skills required.  Must be responsible, conscientious, able to work independently, and must be a ‘quick study’.  Great job for English, Mass Comm., Business or Graphic design major.

COMMUNITY SERVICE POSITIONS

3-10 hrs/wk at student’s convenience.

Opportunity to work in the community performing community service activities for non-profit agencies while being paid. Possibilities include but are not limited to: literacy tutors (public library) math/English tutors working with K-12 schools, shelters, food banks, Red Cross, and many other opportunities with non-profit organizations. Would look great on a resume!


BIOLOGY LAB ASSISTANT

3-10 Hrs/wk summer/fall 

Student will be responsibility for marine and fresh-water aquaria. Must be highly dependable and independent worker, someone who is proactive and able to anticipate problems. Computer skills, word, excel preferred. Some experience with aquaria and a genuine interest in and dedication to animals is necessary. This position would be great work experience for a marine biology, biology, zoology, wildlife biology and ecology major.

STUDENT ASSISTANT-BUSINESS SERVICES

10 - 20 hrs/wk, flexible hours

Prepare bank deposits, data entry into excel spreadsheets, filing, photocopying, other clerical duties as needed. Good training opportunity for someone planning to work in finance.  Excel and MS Word proficiency a must.

HEALTH AND WELLNESS ASSITANT, ATHLETIC DEPARTMENT

10-20 hr/wk summer/fall

Working with students and coaches. Basic computer skills, good people skills, ability to work independently and professionally. Great job for a P.E., or sports medicine major.

VISUAL COMMUNICATIONS ASSISTANT 

10-20 hrs/wk 

Work with students in lab, assist instructors as necessary in both Mac and PC platforms, organizational and clerical skills, able to multi-task. Understanding of all printers and other peripherals in studio building 300, a willingness to learn how to use and work with them at an advanced level. 

This job is excellent work experience in a highly specific technical graphics networked lab.
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Mass Communications/Radio Station Assistant
4 – 10 hours/week. Some Mon & Wed required; Tue, Thur, Fri OK. 
Proficiency on computer required.  Mac experience desired (but will train). Good organization, communication, time management, and leadership skills required.   Must be responsible, conscientious, able to work independently, and a quick study. The student assistant will assist the instructor in all aspects of operation of the radio station.  Typical duties will include answering the telephone, communicating with current and potential advertisers, and working with students. This job will provide hands-on work in radio.  This would especially benefit speech, theater, English, mass communications, business, and graphic design majors.

ADMISSIONS & RECORDS ASSISTANT

10 – 20 hours/week, flexible hours

Word processing, able to type 35 wpm, Filing alphabetical and numerical, copying projects, mass mailng projects, deliver or pick up items from other LPC buildings, able to work with a variety of people and juggle a multitude or work with limited supervision, answer phone and take messages, provide customer service to visitors, faculty and students.  




Federal Workstudy Jobs Available


2006-2007 (updated � TIME \@ "MMMM d, yyyy" �July 17, 2006�)





Only students who have filed a financial aid application (FAFSA), completed their files, and are determined to have financial need (which is determined by the financial aid office) may fill these positions.  Most students who receive a fee waiver are eligible for federal workstudy jobs.  Pay rate varies between $7.25 - $9.00  


Work on campus inbetween your classes!  















































Most students who receive a fee waiver are eligible for federal workstudy.





To apply, submit a resume to the Career/Transfer Center and complete information form at the Center.








