Veterinary Medical Teaching Hospital

 Student Employment Position Description

Employee Details:
Name: 

Position Title: Student Assistant
Service Area: Hospital Administration

Supervisor: Diana Cover
General Summary:

Provide support for the Human Resources and Accounting departments of the VMTH Administration office.  Assist with front desk coverage.  
This is a security- sensitive position.  The individual in this position is required to handle Protected Health Information (PHI) as defined by HIPAA regulations.  The individual is required to handle PHI in accordance with A&M System policy and is further required to complete HIPAA training as a condition of employment, within a reasonable timeframe after the individual’s employment, and on an as-needed basis thereafter.
Qualifications and Experience:
Proficient in Microsoft Excel and Word.  Must currently be enrolled at Texas A&M University. 
Required special knowledge, abilities, and skills:

Excellent organizational, technical, and communication skills with proven ability to work independently, as well as part of a team, anticipate needs and meet deadlines. Must be punctual and dependable.  Must be able to work during summer semester. Ability to multi-task and work cooperatively with other.  No inhibiting allergies to animals or dust.
Machines or Equipment Used:

Computer, copier, scanner, telephone

Job Duties:

Human Resources    55%

Assist maintaining personnel and clinician’s files, assist creating packets, assist with reference checks, and update spreadsheets.
General office duties    35%

Provide clerical support, filing, shredding and answering phone calls.

Front Desk    5%

Greet people, post checks and assist with cooler/food set up for meetings.

Other   5%
Other duties as assigned
Learning Outcome:

Plan, organize, and prioritize work.

Formulate a plan of personal goals for continued professional growth.

Demonstrates ability to interact respectfully with all people.
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