
 

Student would work in the Advising/Counseling Center helping to do general clerical work, filing, duplicating 
materials, as well as assist to facilitate the PSEO program which currently consists of 400+ students per semester. 

Specific Duties: 
1. Become informed about PSEO and the new college student process 
2. Assist in providing information to students regarding PSEO and steps to becoming a Yellow Jacket 
3. Assist in preparing and compiling necessary forms 

4. Assist in tracking, collecting, compiling, returning textbooks used in the program 
5. Data entry including typing of lists, mailing labels and excel spread sheets 

6. Alphabetize and file records, forms, etc. 
7. Assist in other duties assigned 
General Requirements: 
1. Confidentiality is a must! 
2. Must be courteous, pleasant, prompt, and reliable 
3. Must have some keyboarding experience 
4. Must have a positive and effective working relationship 

5. Must be well organized 
6. Some computer knowledge beneficial, but not necessary (will train) 
7. Attention to detail a must!
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