Temporary Office Assistant 2 for MIT/M.Ed.
1. Please tell us why you are interested in working at Evergreen and what you enjoy about office work. What do you consider the challenges associated with it?
2. Please describe your experience with customer service, establishing and organizing filing systems, and with preparation of contracts.

3. Please describe your skill and tasks performed with word processing, database software, spreadsheet programs, desktop and web publishing
4. You will be working providing support to two directors and three staff members for two programs, one which is under development. What strategies would you use to juggle work from each? To adapt to different work styles?
5. With administrative guidance, this position will occasionally be working with details or logistics regarding events.  Please describe any other related experience you've had working on events, either as a volunteer or in a paid position.
6. Are there any other strengths and experience you have related to the duties of this position which we have not covered in this interview that you would like to share with the search committee?

7. Do you have any questions for us?
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Event planning
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Ability to work with multiple staff members, prioritize work
1
2
3
4
5

Fit with program needs 
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