LGBTA Student Resource Center 

Office Operations Intern

POSITION ANNOUNCEMENT


Penn State University is an Equal Opportunity Employer committed to hiring a diverse workforce.  We encourage those who are from traditionally underrepresented groups, including students who are of color and/or women, to apply.
The Office Operations & Resources Intern assists Center staff with maintenance of general Center operations.  The Intern facilitates staff appreciation & recognition processes, prepares Straight Talks facilitator packets, coordinates WebEvents entries, processes Support Network applications, assists with coordinating volunteer schedules, including distribution of flyers/posters, schedules meetings, helps organize in-services and provides general support for Center projects.
Job Responsibilities:


· Assist Center staff with preparing and organizing paperwork, forms, applications, records, etc. related to programs and projects;

· Design and coordinate staff-recognition and appreciation projects, including tracking and updating birthday databases, 

· Support the Graduate Assistant in preparing and organizing evaluation packets for Straight Talks, including evaluation data-entry, and related tasks;

· Take primary responsibility for updating the digital WebEvents Calendars for the LGBTA SRC;
· Take primary responsibility for processing Support Network applications;
· Support the Office Manager with management of the Library, including logging-in new media, shelving books, contacting patrons, etc.

· Take primary responsibility for distributing brochures, flyers, posters and other advertising materials related to Center events and programs, including coordinating intern and volunteer support;

· Organize and design displays for billboards, display cases, etc.;

· Assist Graduate Intern(s) with coordinating volunteer program, including scheduling, projects, etc.;
· As-needed, assist Center staff with preparing, organizing and assigning projects to volunteers;

· Write and/or co-author at least one article for the OUTRider Newsletter, per semester;
· Attend regularly scheduled meetings, such as one-on-ones with the assistant director, staff meetings, professional development in-services, Center events, etc.;
· As a member of the staff of the LGBTA SRC, assist with general office support, such as answering phone calls, replying to emails, greeting visitors in a positive and professional manner.

· Other similar duties as assigned.

Qualifications: 

· Must be a currently enrolled student at Penn State University for at least 12 academic credits. 

· Must have a minimum GPA of 2.7
· Must be in good academic standing for the term prior to selection and during entire period of employment.
· Must have working knowledge of standard PC programs, such as MS Word, Excel, Access, Publisher, PowerPoint, etc.
· Must be available Monday, August 20th – Wednesday, August 22nd  for all-staff training.


· 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, students with disabilities as well as those with various spiritual/religious beliefs).

Term of Employment:


August 20th 2007 – May 9th 2008
Hours:




10-15 per week

Compensation (one of the following):  Work-study, BBH 297 Credit, LA 495 Credit

Application Due:


Friday, April 13th, before 5:00pm
For Information, Contact:

Assistant Director





LGBTA Student Resource Center





101 Boucke Building


814-863-1248
or    Email
