
Request for Student Help 2010-2011
Academic Program Name: ________________________________________________________
Supervisor:___________________________Ext:_________ Location: ____________________
Person to see:_____________________________Room #: ______________________________
Job title:_______________________________________Hours per week:__________________
Job Begins____________________Job Ends:_________________ Rate of Pay:* ___________
Total # positions w/this job title: _______________________Work Schedule:______________
Date you would like JOB posted:___________________________________________________
Incumbents' names: _____________________________________________________________

(List only present incumbents who will be returning to same position the following academic year.)
 FORMCHECKBOX 
 Institutional Funding

 FORMCHECKBOX 
 Work Study Funding 

 FORMCHECKBOX 
 Either
Job description: Teacher Education Programs office helper
Assist MIT and M.Ed. staff with:

a) general office support including but not limited to copying, scanning, filing, shredding, assisting with mailings and compilation of information packets, upkeep of bulletin boards, distribution of informational fliers/literature,  website maintenance, and data collection and input. 

b) Phone-calling and emailing of to inquiries and alumni to answer questions and update information. 
c) Set up/clean up of TEP events

d) Quarterly newsletter development
e) Videotaping and collection of accreditation evidence.

Skills/qualifications:
Accurate data entry skills, appropriate graduate level writing and communication skills, research skills, and general office skills such as photocopying and scanning. Videotaping experience and/or desire to learn desired. 
Why is this position necessary to support this program?

TEP staff are too busy with higher level professional duties including recruitment, advising appointments, communication with school districts, analysis of data, tracking state and federal education mandates and preparing reports to do general office tasks of photocopying, initial data entry. etc.  Prospective students appreciate hearing from current students about the programs. Newsletter articles capture students’ observations and reflections.
Educational benefits, if any, to be derived by student in this job. (How will job enhance the student's education or relate to future career track?):

Practice organizational skills and completion of tasks in timely manner, a necessary skill in teaching.

Practice paper and electronic data collection, including videotaping mock and actual lessons for later reflection and analysis.

Improve communication skills in explaining program’s conceptual framework, structure, etc. to community members and prospective employers.

Develop ability to conduct informational interviews and to translate content into publishable newsletter articles to inform peers, alumni and other education professionals.

Develop technology skills in website maintenance and videotaping.
Additional information:
(Budget office use only)           

Date Submitted______
Job ID #  ___________ Ref.# ____________ Job Open ______ Job Closed_____
*Suggested rate of pay: take into account level of skill and responsibility position requires.

 (Undergraduate: $8.75 (basic skills); $9.00 (intermediate skills); $9.75 (advanced skills); graduate up to $13/hour)


