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 BB H 251 Teaching Assistant (TA) supports with maintenance of general Center operations.  The TA supports logistical aspects of teaching and facilitating BB H 251 – Straight Talk, including but not limited to: preparing materials for class, taking attendance, generating and sending thank-you letters for guest speakers, making copies, formatting documents, presenting in-class lectures, responding to inquiries from class members, reading and responding to journals, and assisting with evaluation of group projects and final presentations. 
Job Responsibilities:


· Attend all BB H 251 class sessions;
· Provide students in the course with support and advice in preparing assignments;
· Prepare, format and print documents, such as evaluation forms, assignment handouts, extra-credit handouts, 
· Record attendance
· Read Straight-Talks journal responses, respond and record in gradebook;
· Read Extra-Credit journal responses, respond and record in gradebook;
· Present a minimum of one 46-60 minute presentation of course material, topic to be agreed upon by the instructor and TA before week 8 of each semester;
· In collaboration with the instructor and other TA’s, facilitate class discussions;
· Attend regularly scheduled meetings, such as one-on-ones with the instructor and other TA’s;
· While Teaching Assistants generally do not provide general office support, as a member of the staff of the LGBTA SRC TA’s should be prepared to  assist with general office support, such as answering phone calls, replying to emails, greeting visitors in a positive and professional manner as needs arise.

· 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 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 – December 14th, 2007
Hours:




5-7 hours per week
Compensation (one of the following): BBH 297 Credit
For Information, Contact:

Assistant Director





LGBTA Student Resource Center





101 Boucke Building


814-863-1248
or    Email
