COLLEGE OF

MARIN

FEDERAL WORK STUDY JOB DESCRIPTION

DEPARTMENT: Performing Arts / Music JOB TITLE: Department Assistant

BUILDING/CAMPUS: Performing Arts / KTD Room PA 179

ESSENTIAL FUNCTIONS AND DUTIES:

. Assist Administrative Assistant with office duties, filing, cataloging music, working with archives.

° Database entry - we use File Maker Pro and can show you basics of what you need to know.

° Help with publicity (putting up posters, etc.) Picking up mail and printed materials from the mail room.
° Help with concerts & recitals as needed when available.

° Help around Performing Arts if needed for projects to help faculty and staff.

° Use copy machine to copy/print/scan as needed.

° Assist with electronic ticketing software, registrations, etc.

° General data entry

° Must have basic knowledge and use of Microsoft Word and basic knowledge of Excel.

ABILITIES/SKILLS/DESIRABLE KNOWLEDGE REQUIRED:

° Should be comfortable using a computer. Basic knowledge of database helpful but not a deal-breaker.
° Must be kind, courteous, interested in learning new things, and the ability to work under minimal supervision.

. Knowledge of recording technology is helpful, but not required.

Estimated Hours needed:
e M:TBA TU:_TBA w:TBA  TH:TBA  F

Will the student have access to or handle confidential records or information? Yes @ No|:’

If ‘Yes’, the student will be required to pass a Live Scan background check.

Note: Positions that require access to or handle confidential records/information will be reviewed by the Dean of
Enrollment Services.

STUDENT’S SUPERVISOR: J0anna Pinckney

EMAIL: jprinckney@marin.edu PHONE#: 4154 485-9460

STUDENT’S ALTERNATE SUPERVISor: Kim Foulger

EMAIL: kfoulger@marin.edu PHONE#: 415 485-9555

HOW TO APPLY: If you wish to apply for this position, please email the supervisor listed above and attach the
following: Cover Letter, Resume and Proof of FWS award (email notification from Enrollment Services)



	DEPARTMENT: Performing Arts / Music
	JOB TITLE: Department Assistant
	BUILDINGCAMPUS: Performing Arts / KTD  Room PA 179
	undefined: Assist Administrative Assistant with office duties, filing, cataloging music, working with archives.
	undefined_2: Database entry - we use File Maker Pro and can show you basics of what you need to know.
	undefined_3: Help with publicity (putting up posters, etc.)  Picking up mail and printed materials from the mail room.
	undefined_4: Help with concerts & recitals as needed when available.
	undefined_5: Help around Performing Arts if needed for projects to help faculty and staff.
	undefined_6: Use copy machine to copy/print/scan as needed.
	undefined_7: Assist with electronic ticketing software, registrations, etc.
	undefined_8: General data entry
	undefined_9: Must have basic knowledge and use of Microsoft Word and basic knowledge of Excel.
	undefined_10: Should be comfortable using a computer. Basic knowledge of database helpful but not a deal-breaker.
	undefined_11: Must be kind, courteous, interested in learning new things, and the ability to work under minimal supervision.
	undefined_12: Knowledge of recording technology is helpful, but not required.
	undefined_13: 
	undefined_14: 
	M: TBA
	TU: TBA
	W: TBA
	TH: TBA
	F: 
	Check Box No: Off
	Check Box Yes: Yes
	STUDENTS SUPERVISOR: Joanna Pinckney
	STUDENT'S ALTERNATE SUPERVISOR: Kim Foulger
	EMAIL: jpinckney@marin.edu
	SAS EMAIL: kfoulger@marin.edu
	PHONE1: 4154 485-9460
	PHONE2: 415 485-9555


