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Student Employer:  Adrian College - 110 S. Madison St. Adrian MI 49221 
 
Department:  Office of the President 
Supervisor:  Andrea Saylor - asaylor@adrian.edu  
Job Title:  Student Worker: Assistant to the President’s Office 
Location:  Stanton Administration Building – President’s Office 
Purpose of Position: To assist the President’s Office with tasks. 
Beginning and End Date: 2026-2027 Academic Year 

 
Job Description: 
 
Must be highly reliable, perform general office functions such as faxing, copying, filing and 
exhibit excellent communication/phone skills. Candidate must obtain valid driver’s license for 
occasional pick-up and delivery of items.  
 

Available hours are from 9 a.m. to 5 p.m. everyday. 
 

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: Excellent communication/phone skills 
 

Remarks: Professional dress is required. 
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