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

Department: Institute for Creativity

Supervisor: Travis Erxleben - terxleben@adrian.edu

Job Title: Student Worker: Institute for Creativity Clerical Support
Location: Mahan Room 11F

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

Job Description:
Filing, copying, scanning, answering telephone and taking messages, running errands on

campus, computer work, sortin% mail, assist in keeping work areas clean and professional,
clerical support for specific faculty upon request

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: Ability to follow directions then work independently and
accurately, reliable, trustworthy, takes initiative, helpful, friendly, & proficient utilizing

Word, Excel, and PowerPoint

Remarks:


mailto:terxleben@adrian.edu

