	STUDENT TECHNICIAN     (* required fields need to be completed)             June 2009 – May 2010                 

	Job Title:
	Student Technician
	
	*Department:

	*Supervisor:
	
	*Contact Info:  

	*Position code:
	
	*Indicate position type: 

  Federal Work Study      Student Employment       Grant  

	Job Duties/Skills (do not edit):
	Department Specific Duties / Skills:

	· Microsoft Office applications
	

	· Academic support for students (tutoring, mentoring, etc.) 
	

	· Organizational / attention to detail / interpersonal skills
	

	· Liaison / customer service
	

	· In-depth experience / technical expertise (ie. IT hardware/software installation/modification/repairs; lab prep. / knowledge / procedures)
	

	· External communications (presentations, alumni interactions, etc.)
	

	Experience Required (do not edit):
	Department Specific Details:

	· Proficient working knowledge/experience with computer applications
	

	· Previous office / clerk / related experience preferred
	

	· Exceptional interpersonal, organizational, customer service skills
	

	**Confidentiality and professionalism are expected and required behaviors of all student employees**



	To complete the hiring process the following steps must occur:

1. SUPERVISOR: Complete section below, apply hourly rate, and sign form.  SUBMIT completed form to STUDENT SERVICES via email, personal delivery or FAX: onestop@wilkes.edu  Fax: 570.408.3000

2. PROSPECTIVE EMPLOYEE: Check your financial aid and inform supervisor if you are Federal Work Study eligible.  Sign form below and complete employment paperwork at Student Services.
All employees are REQUIRED to complete EMPLOYMENT PAPERWORK prior to start of work



	TO BE COMPLETED BY SUPERVISOR & STUDENT EMPLOYEE AT TIME OF HIRING

	*Supervisor signature:
	
	* (print name): 

	*Hourly Rate (choose and initial):       ( $7.50         ( $8.00         ( $8.50        ( $10.00

	*Student Employee (print name):
	
	*WIN:          

	*Are you Federal Work eligible?
	       YES    or     NO
	If YES, please indicate 

Fed WS Award total:

	TO BE COMPLETED BY STUDENT AT TIME OF HIRING

	I understand:

· I must complete employment paperwork PRIOR to the start of work or payroll cannot be processed.  

· The maximum work hours per week during the school term is 20 hours.  

· For Federal Work Study positions, my earnings cannot exceed my Federal Work Study Award total.   

	*Student Signature: 

	TO BE COMPLETED BY STUDENT SERVICES or HUMAN RESOURCES

	Empl. paperwork:  _________                Date:  ________     Student is approved for work: 


