Veterinary Medical Teaching Hospital

 Student Employment Position Description

Employee Details:
Name: 

Position Title: Student Assistant
Service Area: Hospital Administration

Supervisor: Nicole Parker
General Summary:

The student assistant will, under general supervision, assist the Hospital Leadership in the Administration Suite.  daily operations, special projects, and other duties deemed necessary by the supervisor.
80% - General Office Work

-Demonstrates good judgment in handling and filing sensitive documents

-Manage Zoom room helping to navigate student resources, check students in and out of appointments, answer phones and routing to appropriate CALS staff and/or other campus resources and/or recording messages as needed.

-Maintain office supplies and re-stock. Assists in the maintenance and management of the CALS communications.

-Provides support for on-campus events held by the CALS

-Maintain communication with CALS personnel regarding customer service needs.

15% - Project assistance for programs run through the CALS office.

5% - Other duties as assigned.

This is a security sensitive position: Therefore, a criminal background check will be performed on the final candidate.

Qualifications and Experience:
Currently Enrolled student in Texas A&M University at Galveston

-Maintenance of good standing with the university at the time of application, recruitment and employment period.

-Maintenance of a minimum 2.25 semester and cumulative GPA at the time of application, recruitment and employment term.

Business computer skills: proficient in Microsoft Outlook, 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.  Continued work during summer semester is option 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:

General office duties    35%

Provide reception support, clerical support, filing, and answering phone calls.
Perform opening/closing protocols for the Administrative Office

Sort mail which comes into the office

Facilitate main office supplies and inventory

Participate as a Team in events and special initiatives as assigned

Facilitate the prepping and breakdown of meetings

Other   5%
Other duties as assigned
Learning Outcome:

Oral/Written Communication

Articulate thoughts clearly and effectively in written and oral form
Communicate effectively in a professional setting
Listen actively and critically
Teamwork/Collaboration

Participate effectively in teams

Consider different points of view

Work with others to support a shared purpose or goal
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