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Student Employer: Adrian College - 110 S. Madison St. Adrian Ml 49221

Department: Office of Academic Services

Supervisor: Danni Cattell - dcattell@adrian.edu

Job Title: Student Worker: Academic Services Student Assistant
Location: Jones 205

Purpose of Position: To assist the Academic Services with tasks.
Beginning and End Date: 2026-2027 Academic Year

Job Description:
Work directly with supervisor to assist with all aspects of Office of Academic Services
programming. Work responsibilities may include, but are not limited to:

e Assisting with end-of-semester reports

o Creating promotions for office events

e Answering questions and serving as a mentor for first year students in the office as

needed

e Delivering material to various offices on campus

e Assisting in all daily activities of the office

e Other duties as assigned

Rate of Pay: This is a part time student employment position at the State of Michigan
wage requirement for hours worked.

Hours: Up to 5 hours per week unless otherwise approved.

Required Job Skills: Positivity, Good Communication, Organization, Time
Management, Trustworthiness, Google Sheets, Google Forms

Remarks: The job will require confidentiality and the multiple professionals in our
office.
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