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

Department: Teacher Education Department

Supervisor: Vanessa Morrison / Kyle Griffith - vmorrison@adrian.edu,
kylegriffifth@adrian.edu

Job Title: Student Worker: Education Curriculum Center Assistant

Location: Valade 107

Purpose of Position: To assist in the Education Curriculum Center which serves all faculty,
students, and administration in providing audio-visual materials, books, and supplies for
instruction, display, and meetings.

Beginning and End Date: 2026-2027 Academic Year

Job Description:

A worker must be courteous, efficient, and on time. Workers will be required to answer the
phone, monitor/respond to the ECC emails, check materials in/out, stock the photo copier
with paper, and maintain a neat and organized environment in the ECC. Workers will be
trained in how to create displays by using the Ellison Machine, laminator, book binder,
computer, and printer.

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:

e Initiative and independence with regard to assigned projects and finding
support as needed

e Strong organizational skills

e Ability to prioritize, set deadlines, and stick to deadlines

e Detail-oriented

e Ability to communicate in a professional manner with a variety of individuals
(faculty, staff, teachers, and students)

e Teacher Education Majors preferred

Remarks: ECC hours are Monday - Thursday from 8 am - 7 pm
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