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

Department: Student Life

Supervisor: Anna Montgomery - amontgomery@adrian.edu
Job Title: Student Worker: Student Life Office Assistant
Location: Caine Student Center, Student Life Office

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

Job Description:

The Student Life Assistant is responsible for assisting the Student Life Office throughout the
school year. Students who apply for this position will be expected to remain professional and
confidential throughout the school year.

Answer Phones & take messages

Assist visitors

File & pull paperwork & student folders

Website updates

Assist with Segway training & sign-outs

Update bulletin boards -Proofread material -Cover office when staff is out *other job
duties may be assigned as needed.

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:

Knowledge of Microsoft Word & Excel

Must be professional, organized and dependable with a great attitude
Good communication skills

Accuracy & attention to detail

The ability to work well as part of a team

Cumulative GPA: 3.0

Remarks: Some nights and weekends will be required
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