saint mary’s university

Executive and Professional Development
division of continuing education
POSITION:

Student Assistant
LOCATION:
Executive and Professional Development




World Trade Centre
HOURS:

Part-time (Evenings/Weekends)
September 2010 – June 2011
RATE OF PAY:
$9.77/hour

DUTIES: 


Reporting to the Program Assistant the Student Assistant ensures professional program delivery by:

· Preparing program binder materials, handouts, name cards, participant lists, evaluations, etc.

· Arranging classrooms, including setting up tables and chairs, all AV equipment, attendance desk, program materials, etc.

· Maintaining the brochure rack 

· Assisting program instructors and participants as requested
· Monitoring program attendance

· Cleaning up and neatening classrooms, breakout rooms, storage areas, and work room daily after programs end
· Maintaining classroom supplies

· Assisting with reception and answering phones as required 
· Preparing information requests and admissions packages

· Other duties, as required

QUALIFICATIONS:

· Experience providing customer service to the public
· Experience working in a fast paced work environment
· Experience working in an office, and knowledge of office equipment such as photocopier, fax machine, etc.

· Experience using Microsoft Word, Excel and Microsoft Access

· Ability to work independently and as part of a team

· Ability to work on multiple tasks

Please address your cover letter to: 
Selection Committee: Student Assistant Position
Executive and Professional Development
World Trade Centre Programs
1800 Argyle Street, Suite 801, 8th Floor

Halifax, NS  B3J 3N8 
PLEASE SUBMIT RESUME and COVER LETTER and 3 REFERENCES TO:

The Student Employment Centre, SMU, 4th floor, Rm 411 / Student Services Building 
DEADLINE: Monday, September 7th, 2010
