Veterinary Medical Teaching Hospital

 Student Employment Position Description

Employee Details:
Name: 
Position Title: Student Assistant
Service Area: A/P - Purchasing
Supervisor: Matthew Durham
General Summary:

Provide support for the A/P – Purchasing staff.

Qualifications and Experience:

Preferred Accounting or Business major with office work experience.  Must currently be enrolled at Texas A&M University 
Required special knowledge, abilities, and skills:

Must have experience with MS Excel and be self-motivated. No inhibiting allergies to animals or dust.
Machines or Equipment Used:

Computer, copier, scanner, fax, telephone

Job Duties:

Match Invoices with back up documentation for payment - 30%

Purchase goods and services from vendors – 20%

Process audited vouchers for payment in Aggie Buy - 20%

Scan, Verify completion & File PO forms and processed vouchers - 10%

Match, Process and Scan Procard transactions and payment - 10%
Research past due statements from vendors - 5%

General Customer Service & Other Duties as required - 5%

Learning Outcomes:

Apply problem solving skills to effectively manage difficult situations

Communicate effectively in written and oral forms in a professional setting 

Work with others to support a shared purpose or goal

Demonstrate the ability to plan, organize, and prioritize work
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Date                Signature of Immediate Supervisor         
                     Title
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Date                Signature of Employee   

