Reprographics College Assistant Request:

General Duties and Responsibilities
Under supervision, performs miscellaneous clerical, administrative, research or other 
work related to the operation of a College or other unit where such work is required on 
a part-time basis or for a period of limited duration. 

There is one Assignment Level for this position. All personnel perform related work. 
This specification describes typical assignments; related duties may be assigned as needed. 

Maximum tenure for any employee in this hourly position is 1040 hours per year. 

Qualification Requirements
 Must demonstrate sufficient skills to perform the duties of the assigned tasks.

General Work Tasks 
· Performs routine clerical work; may answer and attend to telephone calls; maintain records, operate office machines (such as copier), act as messenger, and perform related tasks as required. 
· Types letters, memoranda, charts, and similar materials. 
· Acts as front counter clerk. 
· Assists in statistical or research activities. May collect and compile data, code data for computer entry, perform data entry, and run computer reports. 
· Accompaniment, and/or distribute equipment. 
· Enters and maintains departmental records such as inventory control records, rosters, directories and schedules. 
· May operate computers, computer software, and other electronic equipment in performing assigned tasks.

Department Specific Tasks
· Under close supervision, performs simple and repetitive work using uncomplicated reproduction and auxiliary equipment according to standard operating procedures. Such work includes setting up, operating, and maintaining quick-copy equipment and folding, saddle stitching, collating, binding, punching, padding, and cutting the equipment; operating addressograph, inserting, and mailing equipment; picking up and delivering work; performing recordkeeping, housekeeping, and inventory tasks.

Resumes/cover letters can be sent to with subject: yrigby@bmcc.cuny.edu (Reprographics College Assistant position)
Salary/Hourly Wage: $18.54


