Office Assistant Contract

NYU Office of LGBT Student Services

As a student employee at the Office of Lesbian, Gay, Bisexual, and Transgender Student Services at New York University (LGBT Office), I will:

1) Be on time.  As soon as I know I may be late, I will call the LGBT Office to let other staff members know and give an estimated time of arrival.

2) Be present at the LGBT Office during every shift to which I was assigned or alert the Director as far in advance as possible if I need to miss a shift for an important reason.  As part of this effort, I also understand that it is my responsibility to find someone to cover that particular shift.

3) Check my mailbox and e-mail shortly after I arrive, in case any important work-related messages have been sent.  I will also check the office voicemail account and mailboxes.  Once those tasks have been completed, I will check in with a member of the full-time and/or GA staff to see if there are any tasks needing to be completed.

4) Represent the LGBT Office in a positive manner at all times including greeting all visitors, answering their questions, and taking them on tours, when applicable.

5) Ask other staff members if I, or a patron, has a question I cannot answer.

6) Answer all telephone calls and transfer or take messages clearly labeling each message with the name and number of the caller, the time and date of the call, and my initials.

9) Keep the LGBT Office reception area and lounge space tidy.  

10) Follow standard opening/closing procedures if I am the first/last person in the LGBT Office.

11) Fill out my timesheet by noon every Thursday and hand it into the Director.

12) Maintain the confidentiality of patrons, mailing lists, callers, databases, documents, conversations  and other items as instructed.

13) Check out literary and audio/visual resources for patrons and assist them with the library in general.  I will also ensure that these resources are not abused.

Office Assistant Contract Consequences

NYU Office of LGBT Student Services

If any part of the work study contract is breached during an academic year, the following steps will be taken:

1) first offense: verbal warning


- officially done by the Director


- i.e. she/he/ze will tell you it is a verbal warning and explain why

2) second offense: written warning


- officially done by the Director


- i.e. she/he/ze will provide you with a written letter and explain why

3) third offense: termination


- officially done by the Director


- i.e. she/he/ze will tell you when you are terminated and explain why

If an Office Assistant student remains employed at the Office for more than one academic year, her/his/hir offenses will not be carried into other years.  They will, however, be taken into account when the Office is hiring/rehiring for the following year.

Office Assistant Supervision Procedures

NYU Office of LGBT Student Services

All Office Assistant staff must check in with either the Director or Program Administrator upon the start of their shift to review any assignments available that day or to discuss progress on work started during a previous shift.  Also, at any time during the course of the week, a meeting may be requested with the Director or Program Administrator to:

1) review assignments and weekly progress (e.g.):


- ensure allotted tasks are up-to-date


- check to see if routine responsibilities are being done


- provide support and/or materials to help with duties


- go over work load to make sure it ‘fits’ within hours

2) discuss any issues which may have arisen (e.g.):


- reporting the need for ordering supplies


- ideas for improving LGBT Office services, programs, etc.


- confer about situations of note


- detailing computer problems and/or requests


- intra-staff conflict


- pay problems

3) go over requests for time off


- requests must be submitted by e-mail to the Director at least one week before day in question (unless emergency)

4) anything not mentioned here!

Signature







 Date

Name (printed)

