Diversity Development

Center Office Assistant

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

and Centro Cultural César Chávez 

(WORK-STUDY ONLY)

&

Native American Longhouse

(NO WORK-STUDY REQUIRED)

Position Announcement

The Office Assistants of the Cultural Centers assist with programs, services and events within the Centers for the benefit of the Centers’ culturally-specific communities and the Oregon State University campus community.  They are also responsible for tasks that maintain the daily functioning of the Centers.

Job Responsibilities:



The Office Assistant:

· Holds six (6) office hours in the Center per week and may be responsible for opening and closing the Center

· Collects the mail from the Student Involvement Mailbox

· Files, photocopies and creates memos

· Answers the phones and take messages

· Assists with programming and events within the Centers
· Completes other duties as assigned (scrap-booking, cleaning, library maintenance, etc.)
· Attends regularly scheduled meetings, such as one-on-ones with the Internal Coordinator, staff meetings, advisory board 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 Groups (Asian/Pacific Islander, Asian-Americans; Africans, African-Americans; Chicanos, Hispanics, Latinos; Native Americans; and Sexual Minorities).

Term of Employment:

October 2003 – June 2004

Remuneration:


$7.05 per hour

Application Due:


Friday, October 10, 2003 at 5 PM

For Information, Contact:

Name





Address





Phone Number





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

Overview of Diversity Development

The Diversity Development Staff is committed to nurturing our communities by fostering an inclusive environment, in which a diversity of individuals can live, work, and grow to meet the challenges that lie ahead.  The Diversity Development Staff includes:

Cultural Resource Center Staff Coordinator

Cultural Resource Center Graduate Teaching Assistants

Cultural Center Staff – External and Internal Coordinators 

   Activities Coordinators

   Community Outreach Coordinators

   Computer Services Coordinators

   Publications Coordinators

   Office Assistants

Pride Center Staff -- External and Internal Coordinators





    Public Relations Coordinator





    Office Assistant

As a team, we work together to create supportive environments in our Centers that facilitate the fulfillment of student academic goals, provide leadership opportunities and encourage both self‑development and community involvement.

Center Staff Expectations

By utilizing their leadership, sensitivity, and skills in community building, event planning, peer counseling, crisis intervention, and communication, Center Staff members play a key role in fulfilling the missions of the centers.  The Centers strive to serve their respective communities, provide educational, social, and cultural activities, and provide a “home away from home” for traditionally underrepresented students.

All Center Staff members must be committed to the development of multicultural, inclusive communities in the Centers at Oregon State University.  Staff members are role models for the Center communities; they must be active in pursuing self‑education regarding issues of sensitivity, sexism, racism, heterosexism, classism, ageism, able-ism and religious intolerance including but not limited to anti-Semitism.

