Work Study O N-Campus Job Listing

Fall 200 8-Spring 200 9

YOUR PAPERWORK MUST BE RETURNED TO THE FWS OFFICE BEFORE WORKING

Organization Position Contact Contact Address Evening/ Positions Job Skills Required
# Weekend Available Description
Accountan cy Clerical Staff Cassandra 257 -1876 355P Gatton No/No 1 Data entry, runner Knowledge of
(School of) Rogers College of 1-3 hours of documents, Microsoft Office
Business & per day copying, faxing, 2003 and 2007.
Economics answering phones, Customer service
filing, malil skills.
distribution and
any other general
clerical dutie s as
assigned by
supervisor, staff or
faculty members
of the School of
Accountancy.
Agriculture Student Jamie Dunn 257 -3468 N8 A g Science No/No 1 Assist staff with Ability to h andle
(College of) Office North 10-15 routine office confidential
Assistant hours per activities including information,
Advising week but now limited to organizational skills,
Resource Center errand running, Microsoft Office
answering phones, Suite, public
greeting public, relations.
filing, word
processing, data
entry and handling
confidential
information.
Agricultural UK Income Kathy Roe 257-3769 421 CE No/No 1 Student assistant Computer skills,
Economics Tax Seminar Barnhart Bldg. 10 hours for all as pects of attention to detail,
Student per week the UK Income organizational skills.
Assistant Tax Seminar
program.
Agricultural Work Study Lynn Robbins/ 257 -5762 427 CE No/No 2 Xeroxing, running Computer skills
Economics Rita Parson Barnhart Bldg. 15-20 errands, som e helpful.
hours per data entry, help
week with inventory, Prefer an
moving supplies, Agricultural

answering phones,

Economics major or




distribute and help

student in the

with mail, other College of
misc duties as Agriculture.
needed.
Animal and Food Student Jeffrey 257 -7543 | 407 WP Some/ 2 Students will Dairy farm
Sciences Research Bewley Garrigus Bldg Some 10-15 assist in applied knowledge
Assistant hours per dairy research preferred but not
week projects including required.
project
management, data
collection and
report writing.
Potential to be
unde rgraduate
research project.
FILLED Office Joyce Rife 257 -2727 | 207 Fine Arts No/No 2 Answering Computer skills.
Art Assistant Bldg. 10-20 telephone, filing,
hours per deliveries on
week campus, data
input, general
office dut ies.
Art Visual Lesley 257 -4739 207 Fine Arts No/No 1 Scanning slide Reliability, attention
Resources Chapman Bldg. 20 hours collection to detail, good
Assistant per week maintenance, light organizatio nal skills,
errands on spelling.
campus (no car
required.) This position does
NOT allow for study
during scheduled
work hours.
Art Museum Gallery Becky Hudson 257-1986 | Art Museum Yes/Yes 2 Monitor gallery Good customer
Visitor Rose and Euclid 10 hours visitors and track service skills, basic
Services and per week visitor count. Be math.
Security available to
answer questions Specifically looking
or direct to right for someone to
person. Work in work Tues 12 -5, Fri
gift shop, light 5-8 and Sun 12 -5.
cash register duty Addition ally need
required. someone August
30™ 12-5. Can be
split between two
students.
Arts & Sciences Office Debbie Burton 257 -5821 213 Patterson No/No 3-4 Clerical and Proficiency in




(College of )

Assistant

Office Tower

10-20
hours per
week

reception duties

for the offices of

Arts & Sciences
Administration

(Deanbds Off

the College of Arts
& Sciences.
Duties include
filing, copying,
mail
pickup/delivery,
running errands,
date entry and
receptionist duties.

Microsoft Word,
Excel and Outlook.

Appropriate dress
for office required.

Arts & Sciences
(College of)

Office
Assistant

Kathleen
Harman

257 -8821

217 Patterson
Office Tower

No/No

1

10-20
hours per
week

Clerical duties for
the finance and
administration
office in the
College of Arts and
Sciences. Duties
includ e: filing,
copying, mail
pickup and
delivery, errands,
data entry into
Excel
spreadsheets,
other clerical

duties as assigned.

Backup for other

areas in College

Administration as
available.

Proficient in
Microsoft Word,
Excel, Outlook and
Powerpoint.

Biology

Lab
Maintenance
Assistant

Dr. Grace
Jones

257 -3795

Biological
Sciences Bldg

Rarely/
Rarely

1
10 hours
per week

Wash laboratory
glassware,
autoclave and
sterilize lab
glassware and
plastic ware,
prepare
autoclaved liquids

Be a responsible
person.

Biol ogy

Lab/
Greenhouse
Assistant

Nicholas
McLetchie

257 -6786

101 T H Morgan
Bldg.

1
20 hours
per week

Taking care of
plants in the
greenhouse and

Will be trained.




growth chamber.

FILLED
Biology

Laboratory
Assistant

Professor
John Rawls

257 -4647

101 T HMorg an
Bldg.

Yes/Yes

1
40 hours
per week

Genetic analysis of
Drosophila. Carry
out experiments to
include,
biochemistry,
molecular biology,
histochemistry,
genetic crosses.

Experience handling
flies and
biochemistry.

Graduate student
status essential.

Biolo gy

Lab
Assistant

Tony Games

257 -8898

106 T H Morgan
Bldg.

No/NO

1

10 plus
hours per
week

Prep work,
weighting of dry
ingredients, will be
working with PH
meter, autoclaves.
Help with the
preparation of
research and
teaching media.
Able to lift 50 Ibs.

Must be able to
work alon e.

Campus
Recreation 1
Intramurals

Intramural
Sports
Official

Charlie Burk

257 -6582

Johnson Center

Yes/Yes

?
Varies

Officiate the
various Intramural
sports such as flag
football,
basketball, soccer,
softball, volleyball
and more.
Officials must be
willing to learn
rules an d
mechanics, hustle
during games and
work to impro  ve
officiating  skills
under the
guidance of the
Intramural staff.

No special
officiating skills,
training is provided
but officials need to
be reliable and
prompt.

Center for
Academic
Resources and
Enrichment
Services

(CARES)

Office
Assistant

Kim Toomey

323 -6347

660 S
Limestone

Yes/No

1-2
15-20
hours per
week

Light typing, data
entry, filing,
running campus
errands, general

duties as assigned.

Basic knowledge of
campus, Microsoft
Office software.

Center for

Student

257 -1897

Joe Craft Center

No/No

This position will

Computer, typing,




Academic &
Tutorial Services

(CATS)

Office
Assistant

Blankenship

Memorial
Coliseum

10-20
hours per
week

serve as a support
position. Front
desk duties
including
answering phone,
taking and
distributing
messages, filing,
picking up and
distributing
departmental mail.
Candidate should
have good
communication
skills, be
dependable and
punctual. Must
have office
experience and be
familiar with MS
Office including
Word, Excel and
Outlook. Campus
runner and other
duties as
requested.

phone/
communication
skills.

Chemistry

Office
Assistant

Jennifer
Bradshaw

257 -7056

125 Chemistry/
Physics Bldg.

No/No

2

5-10
hours per
week

Responsi bilities
include (but not
limited to):
General office
duties include
filing, running
paperwork to
other
departments,
making copies and
moving supplies.

Chemistry

Stockroom
Clerk

Jennifer
Bradshaw

257 -7056

125 Chemistry/
Physics Bldg.

No/No

2

5-15
hours per
week

Responsibilities
include but not
limited to:
General office
duties including
filing, data entry,

shipping,

Must be able to lift
40 |bs.




receiving, mixing

chemicals.
Chemistry General Allison Soult 257 -7067 19 Chemistry/ No/No 1 Assist with Some computer
Chemistry Physics Bldg 10 hours chemistry lab skills, chemistry
Lab per week maintenance, set - | knowledge a plus.
Assistant up, storage,
inventory,
development;
handling of
chemicals (will
train).
Chemistry Organic Manijiri 257 -3659 327 Chemistry/ No/No 1 Assist with Some computer
Chemistry Patwardhan Physics Bldg 10 hours chemistry lab skills, chemistry
Lab per week maintenance, set - | knowledge a plus.
Assistant up, storage,
inventory,
development;
handling of
chemicals (will
train).
Communications Work Study Linda Mudge 257 -3622 | 230 Grehan No/No 2-3 Taking material to Must be able to find
Bldg. 15-20 other different buildings
hours per departments, in and around
week copying, and data campus.
entry.
Must be reliable.
FILLED Student Cathy Hunt 257 -4839 105 Grehan No/No 1 Filing, answering None
Communications Assistant Journalism Bldg 12-15 phone,
& Infor mation hours per receptionist,
Studies week running errands
(College of) and other office
duties.
Council on Aging Office Laura Lakes 257-2657 Ligon House Rarely/No 2 Typing, filing, Computer literate,
Assistant Any opening mail, able to work with
8:00 -4:30 | running errands, the elderly in a

answering the
phone, distributing
materials,
answering routine
guestions,
greeting guests,
performing data
entry tasks,

copying,

pleasant manner.




assembling
packets, word
processi ng,
stuffing envelopes,
duplicating, faxing,
delivering mail,
other duties as

assigned by
supervisor.
FILLED Student Rita King 257 -3151 | 575 Patterson No/No 1 Answer phone, Reliability,
Dean of Worker Office Tow er 10 hours accept and record punctuality, skill in
Students per week paperwork, file alphabetizing, neat
assist with data handwriting, and
entry, prepare friendly personality
mailings, etc. is a plus.
Dean of Student Glenna 257 -3754 | 513 Patterson No/No 1 Running errands Computer skills,
Students Worker Arthurs Office Tower 8-10 on campus, knowledge of
hours per computer work, campus buildings,
week answer phones, etc. Dean of
general Students will train
information about workers.
UK, copy machine,
typing, and
general office
work. Some work
for other offices
that are part of
the Dean of
Students office.
Dean of Clerical Debbie 257 -6597 | 518 Patterson No/No 1 Typing, filing Typing.
Students Assistant Calvert Office Tower 10 hours running errands,
per week etc.
Dentistry Clerical Kim Robert 323-6072 D155 Chandler No/No 2 Assist the Typing and filing
(College of) Assistant Bryan Medical Center 8-10 Admissions and requested.
hours per Student Affairs
Office of week staff by copyi ng, Opportunity for
Admissions and filing, mailings, student interested
Student Affairs assembling in denti stry to get a
packets, and first -hand view of
compile the admissions

information, make
deliveries to other
offices as needed
with regard to

process.




admissions,
registrar, student

affairs and
financial aid.
FILLED Office Barbara 323-8901 D142 Dental No/No 1 Duplicating, library
Dentistry Assistant Dickson Science Bldg. Any searches,
between scanning, filing,
Oral Health Mon - Fri general off ice
Science 8-5 help.
Disability Office Julia Kovalic 257 -2754 | 2 Alumni Gym No/No 3 Answer phone, Office 2003/07,
Resource Center Assistant or 10-20 make copies, scan typing and editing
Susan Fogg hours per and edit skills.
week documents.
Prefer upper
classmenin good
academic standing.
EDSRC/Early Student Charlotte 257 -7732 12 Erikson Hall No/No 6 Students needed CPR and First Aid
Childhood Worker Manno 20 hours to interact with training would be
Laboratory per week and supervise helpful but not
children ages six required.
weeks to five
years at the Early
Childhood
Laborat ory.
Students will
support classroom
teachers and be
responsible for
daily tasks, such
as cleaning and
sanitizing toys and
materials.
Education Student Clelia Smyth 257 -7971 66 Taylor No/No 1 Light office work, Juniors, Seniors,
(College of) Assistant or Education Bldg. 15-20 greeting visitors Graduates Student
Jason Horger hours per and answering are preferred.
Academic week phone calls, filing,
Services & copying, typing,
Teacher running on
Certif ication campus errands,
helping with
advisin g
conferences.
Educational & Coordinator Fred Danner 257 -7878 243 Dickey Hall Yes/No 1 Distribute and None 1 simply need
Counseling for 10-15 monitor tests kits a reliable person.




Psychology

Psychological
Assessment
Materials.

hours per
week

and materials used
in several
psychological
assessment
courses.

Engineering
(Biomedical)

Lab
Assistant

Hainsworth
Shin, PhD

257 -3783

213 Wenner -
Gren Research
Lab

No/No

1

10-20
hours per
week

Assistin
maintaining lab
area and
instrumentation,
provided support
for experiments
(equipment,
supply and
reagent
preparation).

Independent,
strong
organizational skills,
biology/engineering
skills recommended
but not required.

Engineering
(Biomedical)

Lab
Assistant
(Bio -
photonics
Lab)

Guogiang Yu

257-9110

204 Wenner -
Gren Research
Lab

No/No

1
20 hours
per week

Assist in
developing,
prototyping and
testing
experimental
spectroscopy/imag
ing systems for
measuring blood
flow and
oxygenation in
human subjects.

Basic knowledge of
optics, electronics,
computer. Bridge
basic biomedical
engineering with
clinic applications.

Engineering
(Biomedical)

Research
Assistant

Joyce Evans

257 -2685

Rm 1 Center for
Biomedical
Engineering

If desired/
No

2
15 hours
per week

Help with data
acquisition during
studies of human
subjects
undergoing head
up tilt at UK
Hospital. Perform
analysis of data
collected during
these studies and
from similar
studies conducted
at Johnson Space
Center.

Needs to be able to
use Excel. Matlab
expe rience would
be good.

Engineering and
pre - med students.

Engineering
(Civil)

Office
Worker

Bettie Jones

257 -4859

161 Raymond
Bldg

No/No

10-20

Copying, some
typing, general




hours per

office duties,

week answer phone
filing, running
errands around
campus , setting up
and/or cleaning up
after meetings.
Engineering Office Jill Fisher 257 -6336 151 RGAN Bldg. No/No 1-2 Responsibilities Must have a
(Mechanical) Assistant X80611 10-20 include (but are peasant attitude
hours per not limited to) and excellent
week data entry, customer service
running errands, skills.
filing, gre eting and
assisting walk -in
students and other
guests, collecting,
sorting and
distributing mail,
copying/faxing,
and answering the
departmental
phone.
Family & Student Robert H. 257 -7758 304 Funkhouser No/No 1 Need student to Typing, word
Consumer Assistant Flashman Bldg. 20 hours help with filing, processing,
Sciences per week light typing, computer,
copying and other organizational.
office work. If
interested, student Ability to write, edit
could help with and help with
library searches, research a plus.
writing and
editing.
Forestry Student Mary Arthur 257 -2852 T P Cooper No/No 1-2 This job will An interest in forest
Laboratory Bldg. 10-20 include a variety ecology will make
Technician hours per of sample this position a good
week processing j obs, fit.

such as sorting
leaves, sieving
soils, preparing
samples. We will
train interested
students who will
obtain experience
in a forest ecology




laboratory.

HED Student Student Louise 257 -2855 112 Erikson Hall No/No 1-2 Assist Student Very dependable
Services Office Gladstone/ 10-15 Services staff with and organized.
Assistant Helen hours per routine office Computer skills 1
Johnson week activities including Microsoft Word and
filing/sorting Excel.
documents,
answering phones,
greeting public,
errand running,
ligh t word
processing and
data entry.
Health Center Student Kairise 257 -5196 A307 KY Clinic No/No 1 Running er rand
Multicultural Office Conwell 10 hours across campus,
Student Affairs Assistant per week answering phones,
other duties as
assigned.
Health Sciences Office Marie Poole 323-1100 | 123 Charles T No/No 2 Filing, running Computer skills,
(College of) Assistant X80480 Wethington 15-20 errands, making knowledge of
Bldg hours per copies, d ata entry, campus.
Deands Of ] week other general
office duties.
Health Sciences Clerical Judith L. Page 323-1100 124 Charles T No/No 1-2 Copying, filing, Microsoft Office
(College of) Assistant X80571 Wethington 20 hours errands, literate.
Bldg. per week assistance with
Dept. of course Flexible hours,
Rehabilitation preparation, some pleasant
Sciences computer work, environment.
Communication photocopying.
Sciences &
Disorders
Health Sciences Clerical Teresa Clark 323-1100 110 Charles T No/No 1-2 Keeping tests and Microsoft Office
(College of ) Assistant X80517 Wethington 20 hours therapy materials literate.
Bldg. per week. (toys, pictures,
Dept. of books) organized, Flexible hours in
Rehabilitation copying, filing, on-campus speech
Science s errands, some and language clinic,
Communication computer work. pleasant
Sciences & environment.

Disorders




Health Sciences Work Study Kathy 323-1100 Charles T No/No 4 Filing, data entry, MS Office,
(College of ) Clerical Schuler -Ringo | X80496 Wethington 10 hours errands, research library/on -line
Bldg. per week lab laundry. article research.
Dept. of
Rehabilitation
Sciences
Communication
Sciences &
Disorders
FILLED Work Study Car ol 00| 257-1726 | 1721 Patterson No/No 2 Answer phone, Use of Word and
History Student Office Tow er 20 hours compile Excel is extremely
Department per week information, copy helpful.
packets
designated by Would prefer a
faculty, file, and graduate student in
assist in tallies for History.
reports.
FILLED Stu dent Connie 257 -3111 1153 Patterson No/No 2 General office Microsoft Word
Honors Program Office Duncan Office Tower 10-15 duties.
Assistant hours per
week
FILLED Clerical Jeannine 257 -3106 113 Funkhouser No/No 2 Duplicating, data Computer.
Interior Design Assistant Omohundro Bldg. 10-15 entry, working in
(School of) hours per materials lab and
week other duties
including running
errands.
International Office Kelly 257 -4067 314 Bradley No/No 1 General offic e Computer.
Affairs Assistant McDaniel Hall 10-15 work, running
(Office of) hours per errands, faxing,
week email.
Instructional Service Desk Terry Edin 257 -3791 151 Taylor No/No 5 Answer phone, Be service oriented.
Technology Assistant Education Bldg. 3 plus greet patrons,
Center hours per assist in checking Knowledge of
week out equipment and computer programs

making room
reservations,
assist patrons in
computer lab with
printing and
scanning as
requested, enter
computer service

(i.e. Word,
PowerPoint, Excel a

plus.)




requests in online
system. Assist
ITC staff with
faculty and staff
technology
reguests.

IT Customer
Service Center

Student
Consultant

Bonnie
Vanover

257 -5615

111 McVey Hall

Possibly/
Possibly

Point of contact for
customer service
within the
University
Community which
includes students,
staff, faculty and
visitors. Answers
technical
guestions,
supporting account
maintenance and
access, gathering
customer
information,
logging events into
tracking system,
coordinate
appointments and
back office duties
as assigned.
Willing to learn.

Exceptional
customer service
skills, communicate
effectively in
English, computer
experience, office
support skills such
as keyboarding.

FILLED
International
Affairs
(Office of)

Student
Office
Worker

Charlene
Leach

257 -4067
X242

214 Bradley
Hall

No/No

1
10 hours
per week

Assisting with
international
students in an
office setting,
assisting with
office operation
such as typing
letters, filing,
sending emails
and computer data
entry.

Typing, computer
skills and people
skills.

International
Affairs
(Office of)

Education
Abroad
Office
Assistant

Dena
Bouchard

257 -4067
X247

112 Bradley
Hall

Varies

5
15 hours
per week

Assist with the
administration
procedure in the
Education Abroad
Office.

Organization,
communication,
computer.




shelving books,
helping patrons.
Other work

possible depending
on student

Law Student Barbara 257 -7934 209 Law Bldg No/No Complete any task
(College of) Assistant Chasteen 20-40 required.
hours per
week
Acquisitions Serials Unit Peggy V. 257 -0500 2-21A William T No/No 1 Sort and distribute Attention to detail,
Serials Unit Student Phillips X2063 Young Library 8-10 all mailed received willin gness to
Assistant hours per by the Serials handle boxes of
week Unit, check in material 10 -20 Ibs
journals and other max.
material, route
material to
appropriate
locations, receive,
stamp and
accurately label
Federal Deposit
materials, other
duties as assigned.
Agricultural Library Jo Staggs - 257 -2758 N-24 Possibly/ 5-7 Staffing the library Microsoft Office
Information Student Neal Agricultural No 10-20 service desk and skills helpful but not
Center Assistant Sciences Bldg. hours per answering the required.
week phone are the
primary duties. Will train.
Additional duties
may include Public Service
shelving materials, orientation,
filing and special dependability and
assignments from positive attitude
the library staff. desired.
Agricultural Library Jo Staggs - 257 -2758 N-24 No/No 2-4 Staffing our Public Familiarity with MS
Information Student Neal Agricultural 10-15 Services Desk, Office software
Center Assistant Sciences Bldg hours per checking out helpful but not
week reserves, required.
answering basic
reference Preference will be
guestion s, given to students

with good
communication
skills and/or
previous library
experience.




previous
experience.

AV Services Student Clay Gaunce 257 -0500 B-67 William T Possibly/ 2-3 Operate AV service Multi -tasking
Assistant X2012 Young Library Possibly 12-15 desk, circulating
hours per videos, laptop Public service
week computers, etc. orientation,
Utilizing UK dependability and
Libraries database, diligence are musts.
verifypatr on |
answer phones
and transfer calls,
fill out service
order forms, etc.
FILLED Library Kathryne 257 -5954 150 Chemis try/ No/NO 1-2 Sit at service desk, Good customer
Chemistry Student LeFevre Physics Bldg. 8-10 greet patrons, service skills. No
Physics Library Assistant hours per check books and other skills
week reserve materials required -we will
in and out, shelve train.
books and
journals, This is a great place
photocopy journal to work. We will
articles, assist work around your
patrons and other classes.
general library
duties.
Circulation Student Terri Brown 257 -0500 1-50B William T Yes/Yes 6 Work at the Attention to detail,
Library Assistant X2076 Young Library At least 8 Circulation Desk good
hours per checking out communications
week books and skills.
assisting patrons
as well as working
in the book stacks
sorting, shelving,
shifting books and
other tasks as
assigned.
Education Library Susan Daole 257 -7977 205 Dickey Hall Yes/Yes 10 General library None, we will train.
Library Assistant At least duties -Working
10 with circulation desk, This is a busy
some shelving books library with no time
exception and journals, to study.
S assisting patrons

in use of the
collection,

Flexible hours.




copying,
answering general
guestions, running
errands on
campus and other
duties as assigned
by supervisor.

Engineering Library Jennifer 257 -2965 355 FPAT Possible/ 4-5 Circulation, None, will train.
Library Student Eskew Possible 20 hours shelving books,
Assistant per week assisting patrons
with reference
guestions and
computers, other
duties as assigned.
Federal Library Sandra 257 -0500 | 2-21A Young No/No 2 Assist with Neat, legible
Depository Unit Student McAninch X2141 Library 10 hours processing of handwriting, typing
Assistant per w eek federal skills, attentiont o
government detail. Must be able
publications, to lift 25 Ibs, must
including shelving, have no sensitivity
shifting, shelf to mold or dust.
reading, checking
for missing
material,
preparing material
for shelf, filing and
other clerical
duties.
Fine Arts Library Library Heather 257 -4604 | 106 Little Fine Maybe/ 2-3 Customer service Good with number
Student Petsche Arts Library Maybe 30 hours at library desk, and alphabet,
Assistant Bldg. per week checking books in attention to detail,
and out, re - friendly, punctual
shelving books, and responsible.
putting books in
order and other
duties as assigned.
Geological Library Sharon 257 -5730 | 410 King Yes/Yes 5 Responsible for Position requires
Sciences Library Student Stocker Library Addition 10-15 assisting patrons bending, stooping,
and Maps Assistant South hours per at the circulation lifting/pushing
Collection week desk, check books amounts less than

and reserves in
and out, shelve
books and
journals,

50 Ibs.




photocopy journal
articles, answering
general questions,
and other duties
as assigned.

Geological

Sciences Library

and Maps
Collection

Map Filer/
Map
Assistant

Sharon
Stocker

257 -5730

410 King
Library Addition
South

No/No

1
10 hours
per week

Will be responsible
for filing newly
acquired maps as
well as maps
pulled from
drawers for use by
patrons.

Additional duties
may include
processing maps
prior to filing,

shelf -reading map
drawers and
shifting maps from
one caset o
another and
assisting library
patrons by pulling
maps for them and
making map
copies.

Position requires
bending, stooping,
lifting and pushing
amounts less than
50 Ibs.

Interlibrary
Loan/
Document
Delivery

Student
Library
Assistants

Barbara Hale

257-0500
X2082

1-15W T Young

Library

No/No

9
90 hours
per week

Identify call
numbers/

location in online
catalog, stacks
retrieval,
photocopying/scan
ning, faxing,
opening mail,
packaging mail,
answering phones,
data entry, other
general office
work.

Keyboard/
General Computer/
Office experience.

Law Library

Circulation
Desk
Student
Assistant

Adrianne
Phillips

257-1438

151A Law Bldg.

Yes/Yes

5+

30 plus
hours per
week

Desk work,
checking out
books, answering
the telephone.

Mathematical

Student

Thomas

257 -8343

OB-9 Patterson

Possible/

2

Staff the public

Interpersonal skills




Sciences Library Assistant Hecker Office Tower No 10-20 service desk, with the public,
hours per check out books willingness to help.
week and help library

users locate November 2008 the
materials, answer Math Library will
phone, shelve move to the new
books, fill Science Library.
interlibrary loans,
keep attendance
and use statics.
Preservation and Library Marie Dale 257 -3329 110 King No/No 3-4 Receive, inspect Attention to detail
Digital Programs Student Library South 10-20 and collate KY and a bility to follow
Assistant hours as newspapers. strict quality
needed Preparation standards and
(splitting and guidelines.
ironing) KY
newspapers, Students will be
microfilming the interviewed and
papers and doing given a tour. All
inspection of the training will be
film, assist in dark provided.
room with
processing and
duplicating.
Preservation and Library Kathryn 257-1218 110 King No/No 3-4 Historic newspaper Attention to detail.
Digital Programs Student Lybarger Library South 10-20 preparation,
Assistant hours per microfilming and
week digitization.

Special Archival Kate Black 257 -4207 401 King No/No 2 Will learn and Basic computer

Collections Assistant Library 10-20 perform basic skills, ability to
hours per preservation work alone and to
week techniques, manage often

arrangement ad detailed nuanced
description for work.
Appalachian
related historic
documents
collections such as
the paper of writer
Harriette Arnow
and the records of
Benham Coal.
Special Reference Gordon Hogg 257 -1949 216A M L King No/No 2-3 Greet patrons,
Collections and Desk Library 5-15 retrieve and re -




Digital Programs Student hours per shelve materials,
Assistant week place materials on
reserve,
occasionally
answer the phone,
assist researchers,
perform other
tasks as assigned
by various units
within the library.
Special Archives Deirdre 257 -3653 204 M L King No/No 1-2 The Archives Attention to detail,
Collections and Assistant Scaggs Library 10-20 Assistant is legible printing and
Digital Programs hours per re sponsible for filing skills. The
week arranging and student should have
describing historic the ability to follow
materials T department
including procedures and
documents and policies and to work
photographs. without close
Duties will include supervision. Itis
inventorying expected that the
records, student assistant
evaluating items will maintain a
for preservation regular work
concerns, re - schedule.
housing materials
when necessary, Must have respect
entering for the intrinsic
information into a value of archival
databas e and materials.
assisting in the
development of
fining aids.
Storage Library Cindy Parker 257 -6341 110 M L King No/No 3 Stacks retrieval, Attention to detail,
Libraries Student Library 10-15 process call slip data entry, ability
Assistant hours per requests, process to lift 50 Ibs.
week Interlibrary Loan
requests, shelving,
scanning articles,
database entry,
and other duties
as assigned.
Management Office Karen 257 -3080 | 425 B & E Bldg. No/No 2 Typing, Be computer




(School of) Assistant Harmon 15-20 photocopying literate, able to use
hours per documents, run Word and Excel.
week errands, data

entry, filing or
other duties as
needed.

Manufacturing Clerical Donna 257 -6262 220 CRMS Bldg No/No Run errands on Computer and

(Center for) Assistant Han cock X201 10-15 campus to deliver typing skills.
hours per campus mail
week items, copying,

filing, shredding,
some data entry
into Center
database.

FILLED Office Ruth 257 -4130 | 132 Student Yes/Yes 1 Answer phone, Computer,

Martin Luther Assistant Slaughter Center 20 hours errands, mail, communication.

King Cultural per week pick -up/delivery,

Center and computer.

Mathematics Office Lyn LeMieux 257 -6794 | 719 Patterson No/No 3-4 Answer and route Proficient in Word,

Assistant Office Tower 10-20 phone calls, collect Excel and Outlook.
hours per and distribute
week mail, assist with
duplicating and
filing, misc typing
for faculty and
staff, keep bulletin
board current,
make
reservations.

Internal Registry Betsy Dennis 323-1292 | J507 KY Clinic No/No 2-4 To assist the Computer skills,

Medicine/ Support 10-20 Kentucky typing,

Division of hours per Health Registry organizational and

Rheumatology week staff by compiling general office skills.

packets and Possible travel with
follow -up on registry staff to
participants survey registry events if
completion, available. Personal
scanning communication
documents. skills.

FILLED Lab Jessica Wyatt 323-5049 MN564 Medical No/No 1 Processing and

Internal Technician X225 Science Bldg 20 hours cutting and

Medicine/ per week staining of bone




Nephrology samples.
FILLED Office Karen 323-4933 | 584 Wethington No/No 1 Running errands, Attention to detail,
Medicine Assistant Dodridge X81411 Bldg. 10 hours filing, light typing, dependability.
(College of) per week collecting and
sorting mail,
Nutritional general office
Sciences help.
FILLED Laboratory Shuxia Wang 323-4933 517 Wethington No/No 1 Wash glassware, Research lab
Medicine Assistant X81367 Bldg 15 hours prepare buffer, experience helpful
(College of) per week autoclave but not required.
water/pipette tips,
Nutritional keep lab organized
Sciences and clean, help
ordering lab
supplies, etc.
Molecular & Lab Davi d Kaetzel 257 -6558 MS301 Wm R No/No 1 Washing None
Biomedical Assistant Medical Science 10 hours glassware,
Pharmacology Bldg. per week autoclaving lab
ware, preparation
of simple lab
solutions/buffers.
If sufficiently
skilled, could
move into some
limited cancer
research.
FILLED Clerical Jodi Boyd 257 -1552 | J460 KY Clinic No/No 1 General clerical Basic computer
Pediat rics Assistant 10-20 duties: filing, skills, good work
(Divisions of Gl hours per faxing, copying, ethic, reliable and
and Nephrology) week stuffing envelopes, punctual.
etc. Simple
database entry for Must love to file and
Peds Gl know the alphabet
(demographic, well!
diagnoses,
procedures).
Scanning
documents for
computer storage.
Pediatrics Clerical Carol Reid 323-5481 J450 KY Clinic No/No 1 Assisting with mail Word processing
Assistant X-297 5-10 duty and mailing with Word and
hours per [out pat i en{Excelandbasic
week correspondence, administrative

filing, computer

assistant duties.




entry (Excel

helpful.)
Merchandising, Office Becky King 257 -4917 318 Erikson Hall No/No 1 General office None
Apparel & Assistant Opento duties and running
Textiles work with errands.
school
schedule
Modern and Work Study Liliana 257 -5723 105 Patterson No/No 2 Photocopying,
Classical Student Drucker Office Tower 10-20 filing, Excel,
Languages Dept. hours per | running errands on
week campus
Music Arts Admin Meriah Kruse 257 -9331 Koinonia House Occasional | 6 Assist with: Computer skills:
(School of) Assistant 412 Rose St. /Optional 4-40 marketing, special Excel, MS Word.
hours per events, database Good typist, good
week managemen t, people skill s,
receptionist duties, cooperative attitude
audience a must. Writing
development, ability, website
program booklet, forum/blog
ticket management
arrangements, experience, interest
reorganization and in public relations/
management of marketing and/or
physical space, knowledge of
running errands, School of Music
writing projects operations a plus.
and clerical
functions. If you enjoy
working in a lively,
sometimes chaotic
environment with
divers and varying
work assignments,
surrounded by
accomplished singer
and beautiful music,
apply!
Music Choral Music Lori Hetzel 257 -8202 105 Fine Arts No/No 1 Copying, filing,
(School of) Education/ Bldg. 5-10 word documents,
Womenés hours per getting mail,
Choir week campus errands.

Secretarial
Assistant




Music Assistant to Dwight 257 -1808 105 Fine Arts Possibly/ 1 Responsible for Solid office
(School of) Marketing/ Newton Bldg Yes 10 plus prospective computer skills,
PR hours per student database, database,
Coordinator week correspond with spreadsheets, mail
prospects, manage merge.
audition
scheduling in the Arts Administration
Spring semester. major with Music
Other marketing concentration
related support as preferred.
needed.
Music Public Dr. Jeff 257 -5897 105 Fine Arts No/NO 1 Assist the director Involves computer
(School of) Relations Johnson Bldg. 8 hours of choral activities work and some
Assistant per week in producing items photogra phy.
Choral Dept. and materials to
promote the UK
Choral dept.
Nursing Clerical Hazel 323-3851 315 CON Bldg. No/No 2 Filing, working Micr osoft Word
(College of) Assistant Chappell or 10-30 with spreadsheets,
Melissa Bolin hours per making copies and This is a friendly
Continuing week other clerical work office in need of
Education as assigned by some help!
supervisor.
Pharmaceutical Office/ Darlene Ratliff 257-1970 | 401 College of No/No 2 Mail, errands, Computer literacy.
Sciences Clerical Pharmacy Any some computer
work (Word,
Excel), help with
projects
Pharm aceutical Clerical Wooin Lee 257 -6065 College of No/No 1 Assisting lab MS Office (Work,
Sciences Pharmacy 5-15 organization, Excel)
Room 444 hours per filing, preparing
week the inventory.
Pharmacy Admissions Charlene 323-5021 | Pharmacy Bldg. No/No 1 Assist the Strong PC skills,
(College of) Assistant Monaghan 323-5023 725 Rose St. 15-20 Admission Dept in including data
hours per day -to-day entry, Word, Excel
week functions which and o ther software

include processing
electronic
application
materials for
student who apply
to the College of
Pharmacy. This
person will assist

programs, typing,
faxing, basic math.

Must have strong
customer service
and
communications
skills, be reliable







