Cultural Resource Center Computer Services Coordinator

Asian & Pacific Cultural Center, Lonnie B. Harris Black Cultural Center, 

Centro Cultural César Chávez and Native American Longhouse

Position Announcement

The Computer Services Coordinator of the Cultural Resource Centers develops electronic media such as web pages and listserv to keep the Centers’ communities and the Oregon State University campus informed of programs, services, events, and issues of interest within the Centers.  The Computer Services Coordinator also maintains and troubleshoots computer hardware and software within the Centers.

Job Responsibilities:



The Computer Services Coordinator:

· Maintains and updates the Center’s website on a weekly basis

· Maintains and sends weekly updates regarding programs and events of interest to the Center listserv 

· Sends updates regarding programs and events to EOP, MEO, and other appropriate listservs

· Checks e-mails received by the Center and disseminates the information to Center Staff 

· Troubleshoots and serves as a resource person for any computer problems in the Center 

· Submits paperwork in a timely fashion

· Works five (5) office hours in the Center per week
· Attends regularly scheduled meetings, such as one-on-ones with the External Coordinator, staff meetings, advisory board meetings, Support Staff meetings and All-Center Staff In-Services
Qualifications: 

· Must be a currently enrolled student at Oregon State University for at least 6 academic credits. 

· Must have a minimum GPA of 2.5.

· Must be in good academic standing for the term prior to selection and during entire period of employment. 


· Must have demonstrated knowledge of and sensitivity to traditionally underrepresented students (including, but not limited to, Asian/Pacific Islander, Asian-American, African, African-American, Chican@, Hispanic, Latin@, Native American, Alaskan Native, Lesbian, Gay, Bisexual, Transgender, Queer, and Questioning students).

Term of Employment:

September 2004 – June 2005

Application Due:


Friday, May 21, 2004 at 5 PM

For Information, Contact:

Name






Address





Phone Number





Email
Oregon State University is an Affirmative Action/Equal Opportunity Employer
