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Language Learning Center: Student Assistant Application Packet
Qualifications
You do not need to be a language major or minor, or a native speaker, to work in the Language Learning Center. The qualifications for an LLC Student Assistant position include:

· If Undergraduate, enrolled in at least 6 units at CSUSM for the semester of hire; if Graduate, enrolled in at least 4 units.

· Available to work at least 4 hours/week, up to 20 (if not working anywhere else on campus)

· Positive personality that can make students feel comfortable

· Organized and creative
Pay Rate/Salary
The hourly rate for new LLC Student Assistants ranges is $10.00.

Service Learning
This position is not eligible for service-learning units.

How to Apply
For priority consideration, submit the following documents:
· LLC Student Assistant Application 

· Signed and Dated Job Description

· Cover letter describing why you want to work in the LLC and your related strengths 
· It is also suggested you submit a resume
Submit completed application packets to the LLC, contact information above.


                                                LLC STUDENT ASSISTANT EMPLOYMENT APPLICATION
IDENTIFYING INFORMATION

	Date:      
	Social Security #:      
	Birthday:       
	Student ID #:     

	Last Name:      
	First Name:        

	Middle Name:       
	Nickname:      

	Street Address:      
	City:       
	State:      
	Zip:      

	Primary Phone (w/area code):       
	Preferred Email:       

	Alternate Phone (w/area code):      
	CSUSM Email (if not above):      

	Student status as of the start of the semester you’re applying for:  FORMCHECKBOX 
 Fr  FORMCHECKBOX 
 So  FORMCHECKBOX 
 Jr  FORMCHECKBOX 
 Sr  FORMCHECKBOX 
 Post Bac/Credential  FORMCHECKBOX 
 Master’s    

	

	Major:       
	Minor:      
	GPA:      

	Are you registered as a CSUSM student for the semester you’re applying for?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No               
	If yes, # of units:         

	Are you employed elsewhere at CSUSM for the semester you’re applying for?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   
	If yes, # of hours/wk:               

	Are you eligible for Work-Study funding?           FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No                      
	Are you eligible to work in the United States?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	Have you ever been convicted of any crime as an adult (excluding traffic violations other than felonies)?  A conviction includes a plea, verdict or finding of guilt, regardless of whether sentence was imposed by the court?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   If yes, explain: 

                                   

	Position you are applying for:  FORMCHECKBOX 
 Front Desk Student Assistant Only  FORMCHECKBOX 
 Front Desk AND Tutor (need additional application)

	GPA in coursework completed relevant to the position you are applying for:       
	Semester completed:          


MOST RECENT WORK HISTORY (If you have a resume, it is very helpful to submit that as well.)
	Name of Employer
	START & END DATES
	Duties (include brief description)

	     
	     
	     

	     
	     
	     

	     
	     
	     


REFERENCES (It is preferred that they be faculty members from a relevant department.)
	name & tITLE
	EMPLOYED BY
	PHONE & eMAIL

	     
	     
	     

	     
	     
	     


AVAILABILITY  

	DAY OF THE WEEK
	all times you could work from 7 am -6 pm (be as specific as possible.)

	Monday
	     

	Tuesday
	     

	Wednesday
	     

	Thursday
	     

	Friday
	     

	Weekends
	     


I certify that the answers I have given in the materials I have submitted in application for this position are true and correct and that I have not knowingly withheld any facts or circumstances.  I understand that all answers given in my application for employment are subject to verification and that should I be employed at the campus, any misrepresentation or omission of facts in this application may be sufficient reason for dismissal.  The application materials include this document and any other materials submitted. 
STUDENT SIGNATURE
DATE


Department: Language Learning Center
Position Reports To: Hilary Comerchero, Director
Position Title:  Student Assistant
Classification:  Academic Student Employee
Job Code:  1150 or 1151 (W/S)

Range Code:
Time Base: Part Time

Exempt or Non-Exempt: Non-Exempt

Union / Unit (if applicable):
N/A
PURPOSE OF POSITION:

To support the operations of the Language Learning Center.
MAJOR RESPONSIBILITIES:




%OF TIME

To assist students, staff and faculty with resources available in the LLC. 


70%




To produce, modify, and do data-entry for materials such as signs, spreadsheets, websites, etc... 
10%

To troubleshoot
and help correct problems with computers, VCRs, etc.


10%

To support the daily operations of the LLC.


10%

LIST OF DUTIES FOR EACH MAJOR RESPONSIBILITY:

Students assistants help all CSUSM community members use the LLC’s resources, such as our language computer software, tutors, DVDs, books, etc. 
Student assistants create signs, brochures, ads, spreadsheets, and reports for various LLC services and products.
Student assistants handle small hardware and software problems, for example cleaning diskettes, retrieving stuck videotapes, contacting the IITS helpdesk, etc.

Student assistants support all operations of the LLC: opening, closing, cleaning, organizing, copying, etc.
SUPERVISION OF OTHERS:

        
 This position does not require the supervision of others.
REQUIREMENTS OF POSITION:

1.  List certificates, licenses, or education required

· Requires admission and/or registration as a CSUSM student, for the semester of hire.
2.  List additional knowledge, skills, and abilities required for this position and tell why it is required.  Relate the requirement to the major responsibilities

· Ability to learn and perform assigned work, so that work is completed in a timely manner. 
· Able to work cooperatively with faculty, staff, and other students, so that a positive and productive work environment is maintained.
· Good interpersonal and communication skills, in able to help others on an individual basis. 
· Ability to function in an often hectic lab environment, so that customer service remains excellent.
· Ability to diagnose and fix simple computer problems, i.e., rebooting computer, retrieving stuck diskettes, understanding computer virus warnings, being able to cleanse flash drives or floppies.

· Ability to work independently on projects, asking questions when additional guidance is needed, so that projects can move forward.
· Optional: Proficiency in a language taught at CSUSM (Arabic, French, German, Japanese, Spanish) 
· As part of the application process, candidates must submit either via email or in person at the LLC a CSUSM student employment application (available at http://www.csusm.edu/careers/faculty-staff/Student%20Employment%20Application.doc), a cover letter, and a resume (if available). 

3.  List machines, tools, equipment, and motor vehicles used in the performance of the duties

· Intermediate computer operations (eg. Word, Excel, a voice-recording freeware called Audacity, a student sign-in system called CI Tracking)
4.  Unique working conditions
N/A
PURPOSE AND NATURE OF WORK RELATIONSHIPS:

Define working relationships with people on and off campus (other than supervisor or people supervised) with whom this employee interacts on a continuing basis, and how often this interaction occurs.

Other than maintaining a good working relationship with the LLC director and staff, the candidate must interact with CSUSM faculty and staff on a regular basis, as well as with IITS. Therefore employees must therefore have good interpersonal skills, and customer service experience and ability is a must.

PHYSICAL EFFORT:

Check the appropriate box for each of the following items which most accurately describes the extent of the specific activity performed by this employee on a daily basis.


Number of hours/day
Number of hours/day


N/A  1-2
3-4
5-6
7+
N/A  1-2
3-4
5-6
7+

	1. Sitting
	
	
	X
	
	
	
	12. Lifting or carrying
	
	X
	
	
	

	2. Standing
	
	X
	
	
	
	
	A. 10 lbs or less
	
	X
	
	
	

	3. Walking
	
	X
	
	
	
	
	B. 11 to 25 lbs
	X
	
	
	
	

	4. Bending Over
	
	X
	
	
	
	
	C. 26 to 50 lbs
	X
	
	
	
	

	5. Crawling
	
	X
	
	
	
	
	D. 51 to 75 lbs
	X
	
	
	
	

	6. Climbing
	
	X
	
	
	
	
	E. 76 to 100 lbs
	X
	
	
	
	

	7. Reaching overhead
	
	X
	
	
	
	
	F. Over 100 lbs
	X
	
	
	
	

	8. Crouching
	
	X
	
	
	
	
	13. Repetitive use of hands/arms
	X
	
	
	
	

	9. Kneeling
	
	X
	
	
	
	
	14. Repetitive use of legs
	X
	
	
	
	

	10. Balancing
	
	X
	
	
	
	
	15. Eye/hand coordination
	
	X
	
	
	

	11. Pushing or pulling
	
	X
	
	
	



Yes
No

	16. Driving cars, trucks, forklifts and other equipment
	
	X

	17. Being around scientific equipment and machinery
	
	X

	18. Walking on  uneven ground
	
	X


MENTAL EFFORT




ENVIRONMENTAL  FACTORS


Number of hours/day
Number of hours/day



N/A  1-2
3-4
5-6
7+
N/A  1-2
3-4
5-6
7+

	1. Directing others
	
	X
	
	
	
	
	1. Inside
	
	
	X
	
	

	2. Writing
	
	X
	
	
	
	
	2. Outside
	X
	
	
	
	

	3. Using math/calculations
	X
	
	
	
	
	
	3. Humid
	X
	
	
	
	

	4. Talking
	
	
	X
	
	
	
	4. Hazards
	X
	
	
	
	

	5. Working at various tempos
	
	
	X
	
	
	
	5. High places
	X
	
	
	
	

	6. Concentrating amid distractions
	
	
	X
	
	
	
	6. Hot
	X
	
	
	
	

	7. Remembering names
	
	X
	
	
	
	
	7. Cold
	X
	
	
	
	

	8. Remembering details
	
	X
	
	
	
	
	8. Dry
	X
	
	
	
	

	9. Making decisions
	
	X
	
	
	
	
	9. Wet
	X
	
	
	
	

	10. Working rapidly
	X
	
	
	
	
	
	10. Change of temp
	X
	
	
	
	

	11. Examining/

observing details
	
	
	X
	
	
	
	11. Dirty
	X
	
	
	
	

	12. Discriminating colors
	
	X
	
	
	
	
	12. Dusty
	X
	
	
	
	

	
	13. Odors
	X
	
	
	
	

	
	14. Noisy
	X
	
	
	
	

	
	15. Working w/others
	
	X
	
	
	

	
	16. Working around others
	
	X
	
	
	

	
	17. Working alone
	
	
	X
	
	


SIGNATURES

	My signature denotes that I understand and accept the duties, responsibilities, and functions assigned as outlined in the job description provided to me.  INCUMBENT, AND/OR NEW STAFF MEMBER:

Print Employee’s Name:_____________________________________________________________________

Signature of Employee:______________________________________________________________________

DATE:

	SUPERVISOR:

DATE:

	DEAN/DEPARTMENT HEAD/DIRECTOR:

DATE:

	APPROPRIATE ADMINISTRATOR (If different from above)

DATE: 

	VICE PRESIDENT:

DATE:  


The last sheet for any staff job description should contain the signature sheet.  Signatures will include the incumbent’s signature (if applicable) or new employee; the supervisor’s signature and all pertinent administrative personnel. 

FOR HREO USE ONLY

Current Campus ID____________________________

Position Number:______________________________

Note:  Whenever possible, departments should attach a current, accurate organization chart.

Jobdescsig.doc

032805rev
Language Learning Center


California State University San Marcos


San Marcos, California  92096-0001   USA


Tel: (760) 750-8058; Fax: (760) 750-3313


llc@csusm.edu


www.csusm.edu/llc

















_1133008990.doc



