i 5
L%/fffll/ﬂ/ %0//6(/6

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

Department: Art and Design

Supervisor: Travis Erxleben - terxleben@adrian.edu

Job Title: Student Worker: Art & Design Studio Assistant
Location: Mahan Room 11F

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

Job Description:

The Department of Art and Design at Adrian College is seeking a motivated and responsible
federal student worker to assist with the daily operations of our art studios and lecture-based
spaces. This position offers a unique opportunity to gain hands-on experience in a dynamic

academic environment while supporting the department's educational and creative activities.

Key Responsibilities:

e Studio Maintenance: Assist in the organization, cleaning, and upkeep of art studios,
ensuring that materials, tools, and equipment are properly stored and in good working
order.

e Classroom Preparation: Help set up lecture rooms and studio spaces for classes,
including arranging seating, preparing materials, and ensuring that technology (e.g.,
projectors, computers) is functioning correctly.

e Inventory Management: Assist with tracking and replenishing art supplies, including
ordering and restocking materials as needed.

e Exhibition Support: Provide assistance in preparing and installing departmental art
exhibitions, including handling artwork and setting up displays.

e Student and Faculty Support: Offer assistance to faculty and students, including
helping with minor technical issues, photocopying, and other administrative tasks as
needed.

e Safety Monitoring: Ensure that safety protocols are followed in the studios, including
proper use of tools and equipment.

e General Administrative Duties: Perform various clerical tasks such as filing, data entry,
and answering phones.
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Qualifications:

e Must be eligible for federal work-study funding.

e Strong organizational skills and attention to detail.

e Ability to work independently and as part of a team.

e Interestin art and design is preferred, but not required.

e Basic familiarity with art studio tools and equipment is a plus.
e Willingness to learn and take on a variety of tasks.

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: Student workers must be detail oriented, thorough, and possess basic
research skills as well as the ability to work independently. Students will also be able to

perform scanning, sorting, organizing and other administrative tasks.

Remarks: Applicants do not have to be in the Art and Design program.



