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	Student Position Description

Student Work Experience Center

Office of Financial Aid, MSC 3519

Warren Hall 3rd Floor 

Harrisonburg, VA  22807

	

	
	
	
	
	

	Check appropriate box:
	 FORMCHECKBOX 

	Institutional Employment (114400)
	 FORMCHECKBOX 

	Federal Work Study (114600)

	
	 FORMCHECKBOX 

	Graduate Assistant (114200)
	
	

	

	Division:
	 FORMDROPDOWN 

	Department:
	     

	

	Date:
	     
	Grant or Sub-Dept. Name:
	     

	

	Building:
	     
	Room#:
	     
	MSC:
	     

	

	Dept. Org. Code:
	     
	Phone:
	     
	Fax:
	     

	

	Student Position Title:
	     

	

	Student’s Immediate Supervisor:
	     
	Title:
	     

	

	Name of Person Completing PD:
	     
	Title:
	     

	

	Phone:
	     
	E-Mail:
	     

	

	Employment Start Date:
	     
	Employment End Date:
	     

	

	Wage/Pay Rate or Range:
	     _____________
	 FORMCHECKBOX 
  Lump Sum Payment

	RESPONSIBILITIES:

	1.
	I understand it is my responsibility to accurately complete, sign and submit timesheets to my supervisor each pay period.  I also understand this is a condition of employment and after two consecutive time periods (1 month) of not submitting timesheets, I could be terminated from my position.


	2.
	     


	3.
	     


	4.
	     


	5.
	     


	6.
	     


	7.
	     


	8.
	     


	9.
	     


	10.
	     


	Revision date: 7/1/09


	KNOWLEDGE, SKILLS, and ABILITIES (KSA) LISTING:

	INSTRUCTIONS:  This list allows you to indicate the knowledge, skills, and abilities (KSA’s) required for this position.  

	Check the box beside each desired KSA:

	
	
	

	COMPUTING:
	LIBRARY:
	OFFICE SUPPORT:

	 FORMCHECKBOX 
  Format Disks
	 FORMCHECKBOX 
  Library Work Experience
	 FORMCHECKBOX 
  Type - General Info.

	 FORMCHECKBOX 
  Use Excel
	 FORMCHECKBOX 
  Library Ref. Systems
	 FORMCHECKBOX 
  Type - Technical Info.

	 FORMCHECKBOX 
  Use Access
	 FORMCHECKBOX 
  Periodicals/Serials
	 FORMCHECKBOX 
  Type - Manuscripts

	 FORMCHECKBOX 
  Use Database Software
	 FORMCHECKBOX 
  Inter-Library Loans
	 FORMCHECKBOX 
  Type - Correspondence

	 FORMCHECKBOX 
  Use Spreadsheet Software
	 FORMCHECKBOX 
  Circulation Services
	 FORMCHECKBOX 
  Type - Forms

	 FORMCHECKBOX 
  Use MS-DOS Commands
	 FORMCHECKBOX 
  Library Acquisitions
	 FORMCHECKBOX 
  Data Verification

	 FORMCHECKBOX 
  Use PC
	 FORMCHECKBOX 
  Archiving
	 FORMCHECKBOX 
  Use Calculator

	 FORMCHECKBOX 
  Macintosh
	 FORMCHECKBOX 
  Library Searches
	 FORMCHECKBOX 
  Operate Copier

	 FORMCHECKBOX 
  Database Programming
	 FORMCHECKBOX 
  Cataloging
	 FORMCHECKBOX 
  Cash Register

	 FORMCHECKBOX 
  Spreadsheet Programming
	
	 FORMCHECKBOX 
  Reception/Registration

	 FORMCHECKBOX 
  Install Hardware
	MISCELLANEOUS KSA’S:
	 FORMCHECKBOX 
  Filing Procedures

	 FORMCHECKBOX 
  Install Software
	 FORMCHECKBOX 
  Provide Customer Service
	 FORMCHECKBOX 
  Telephone Protocol

	 FORMCHECKBOX 
  Data Entry
	 FORMCHECKBOX 
  Supervise Workers
	 FORMCHECKBOX 
  Accounting/Bookkeeping

	 FORMCHECKBOX 
  Troubleshoot
	 FORMCHECKBOX 
  Teaching/Training/Tutoring
	 FORMCHECKBOX 
  Office Procedures

	 FORMCHECKBOX 
  Web Design
	 FORMCHECKBOX 
  Work with the Public
	 FORMCHECKBOX 
  Use Scanner

	 FORMCHECKBOX 
  PeopleSoft
	 FORMCHECKBOX 
  Maintain Inventory
	 FORMCHECKBOX 
  Typing Speed:
	     

	 FORMCHECKBOX 
  PowerPoint
	 FORMCHECKBOX 
  Keep Records/Logs
	

	 FORMCHECKBOX 
  Use Publisher
	 FORMCHECKBOX 
  Process Forms
	MEDIA

	 FORMCHECKBOX 
  Use FrontPage
	 FORMCHECKBOX 
  Works with Children
	 FORMCHECKBOX 
  35mm Cameras

	 FORMCHECKBOX 
  Use Word
	 FORMCHECKBOX 
  Works with Special Need

         Individuals
	 FORMCHECKBOX 
  Operate Audio Equip

	 FORMCHECKBOX 
  HTML writing & editing
	 FORMCHECKBOX 
  Transportation to JMU jobs

     located off-campus (bus/car)
	 FORMCHECKBOX 
  Operate Video Equip

	 FORMCHECKBOX 
  Graphics/photo programs
	 FORMCHECKBOX 
  Fluency in second language:
	 FORMCHECKBOX 
  Operate Projector

	       familiar with:
	     
	     
	 FORMCHECKBOX 
  Write Copy

	 FORMCHECKBOX 
  Use e-mail
	
	 FORMCHECKBOX 
  Proofreading

	 FORMCHECKBOX 
  Web Page Design
	
	 FORMCHECKBOX 
  Other:

	
	

	
	
	

	I have read and fully understand the responsibilities and KSAs required for this job.

	
	
	

	     
	
	
	
	     

	Student Employee Name
	
	Student Signature
	
	Date

	
	
	

	
	
	

	     
	
	
	
	     

	Name of Person Reviewing PD with Student Employee
	
	Reviewer’s Signature
	
	Date

	
	
	

	
	
	

	NOTE:  Attach Signed Position Description to Student PAR/Graduate Contract and submit to:

	Student Work Experience Center

	MSC 3519


Revision Date:  7/1/09

