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                                                                            STUDENT JOB OPPORTUNITY
	

	JOB TITLE:   Calendar Creator


	DEPARTMENT:  Office of Student Activities


	CONTACT PERSON/EMAIL/PHONE #:  Kristen Vieldhouse, vieldhousek@etown.edu
TO APPLY:   Email osacalendar@etown.edu 


	STUDENT JOB DESCRIPTION:  The primary purpose of this position is to create the monthly events calendar of the Office of Student Activities which includes SWEET, E-fit, Intramurals, The Body Shop, and Student Group events. Interested candidates will need a basic background in Photoshop, InDesign, and Adobe Illustrator. This is a paid position that works closely with the OSA Leadership Team in creating calendars to distribute to the Elizabethtown College campus. The position begins Spring 2016 and goes through Spring 2017.
Responsibilities include:

· Electronically create the OSA Events Calendar

· Work with Andstadt Printing to ensure calendars are submitted and printed on time

· Attend OSA staff meetings

· Assist with OSA events

· Adhere to the OSA Core Values, Expectations and Standards

· Other duties as assigned

QUALIFICATIONS: 
· Ability to prioritize multiple tasks in a fast-paced environment.

· Strong organizational skills and attention to detail.

· Excellent written communication skills.

· Sense of creativity.

· Proficient with Microsoft Office (Word, Excel, Access, Publisher)



	HOURS and/or HOURS PER WEEK REQUIRED: 5 hours/week


	PAY RATE:  $7.50/hour


	SPECIAL SKILLS NEEDED (for example—drivers license/van training, CPR, etc.): 



AA/EOE

