B  R  Y  N   M  A  W R

Office of Intercultural Affairs
 Office Assistant Job Description and Application

Return your completed application—including a copy of your current weekly schedule between the hours of 9:00 am & 5:30 pm--to Vanessa Christman at the Multicultural Center (by e-mail or in person). 
Name: ______________________________________________________Student ID# ____________Class: _________

Campus Phone: ______________  Cell Phone : _________________  Box #: ___________ E-mail: ________________
JOB DESCRIPTION:

Intercultural Affairs Office Assistants help support the development, administration, and evaluation of programs that promote diversity and inclusion at  Bryn Mawr College. Office Assistants are paid an hourly rate of $ 7.85 and work between 2 and 8 hours per week. Intercultural Affairs Office Assistants perform a variety of tasks including:

· Covering the reception desk 
· Data entry

· Maintaining bulletin boards

· Photocopying

· Making and posting signs for events

· Filing

· Mailbox stuffing
· Running errands

· Helping to maintain the Multicultural Center’s resource library
· Answering phones, taking messages

· Keeping the MCC and programs there running smoothly
· Maintaining your own time sheets and submitting them on time

QUALIFICATIONS:

Strong speaking and writing skills; computer savvy, timeliness; an interest in, commitment to, and knowledge of the OIA’s mission; and good organizational skills are required. Must be responsible and reliable. The Office of Intercultural Affairs values diversity and seeks talented students from diverse backgrounds. 

APPLICATION:  
1) Aside from academic work, what other commitments do you expect to have this semester?

2) Please describe why you want to work for the Office of Intercultural Affairs. Briefly describe any relevant experience you have had, paid or unpaid. Be sure to include the name of each organization, your responsibilities, the dates you worked with that organization, and your weekly time commitment. Feel free to add any additional talents, abilities, or interests you have which might enrich the Office of Intercultural Affairs.
3) Please list two references we may call who can attest to your abilities, skills, and experience (at least one should be a Bryn Mawr staff person, i.e. your dean, a faculty member or a work supervisor).
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