 Job Announcement: Undergraduate Work Study Positions at the 
          Neal-Marshall Black Culture Center, Spring 2009
 To apply: Please come with your class schedule and work study work authorization in hand Specific hours available     
Qualifications: Good communication skills,  high motivation, and good academic standing as well as  a keen  interest in planning and  executing programs that focus on  black  student issues. NMBCC encourage creativity and teamwork.  Immediate response  needed  one work study position to be filled.

Full position description follows.

 Mrs. Kanté
Administrative Assistant
 

THE NEAL-MARSHALL BLACK CULTURE CENTER
275 North Jordan Avenue, Suite A226
Indiana University
Bloomington, IN  47406
 

   *We are located across from Admissions
 
THIS IS AN UNDERGRADUATE WORK STUDY POSITION.
 The job description is listed below!

 --------------------------------------------------------------------------------------------------------------------------
The Neal-Marshall Black Culture Center is currently seeking a well rounded student that can fulfill the following responsibilities as an Undergraduate Work Study Student Assistant:
· Assist the Director and Administrative Assistant with upholding and carrying out the general mission and objectives of the Neal-Marshall Black Culture Center. 

· Be responsible for the upkeep and maintenance of the Neal-Marshall Black Culture Center, which includes proper opening and closing of the Center. 

· Greet all visitors of the Neal-Marshall Black Culture Center.  
· Provide visitors with information pertaining to the Neal-Marshall Black Culture Center. 

· Answer main telephone lines and direct all incoming calls to the proper location.  Take messages when appropriate. 

· Check the “message waiting” function, clearly write down all messages and deliver them to the mailbox of the person and/or office. 

· Distribute mail to proper mailboxes. (Mail should be transacted from the third floor in the AAAI #310) In the absence of or at the request of the director and/or administrative assistant conduct tours of the Center; provide visitors with information pertaining to the Center. 

· Maintain and upkeep all bulletin boards and activity calendars of the NMBCC. 

· Participate in programming activities of the NMBCC as instructed by the Director and/or Administrative Assistant including, but not limited to program development, implementation, public relations, set-up and clean-up. 

· Perform general clerical duties such as photocopying, faxing, filing, restocking paper, checking for machine problems, and other duties as deemed necessary by the Director and Administrative Assistant. 

 The position will pay $7.50 an hour, and will require an average of 6 hours a week. If you have work study and are interested, please come into our office with your class schedule and work study work authorization to fill out an application.
 
