
JOB DESCRIPTION

POSITION TITLE: 

Student Disability Services Accommodations Assistant 

REPORTS TO:

Director, Academic Support Center 

PRIMARY FUNCTION: 
The purpose of this seasonal position is to assist in the delivery of accommodation services to students with disabilities.
AREAS OF RESPONSIBILITY: 
1. Disability Services Accommodations: 

a. Note-taking Services 

i. Maintain Excel spreadsheet of note-taker assignment process

ii. Search data bases to recruit and hire note-takers

iii. Monitor paperwork needed to hire note-takers 
iv. Create folders for note-takers and staff to coordinate delivery of notes

v. Train student workers to provide note-taking services 

vi. Maintain email of contacts made during process

vii. Monitor satisfaction and confidence of delivery of all involved

b. Letters of Accommodation 

i. Compile data and produce letters to faculty of courses for which students of disabilities are enrolled

ii. File and oversee student pickup of letters to faculty 
c. Test-taking Accommodations 

i. Schedule and coordinate appropriate spaces and equipment with which to provide extended time, quiet room, and adaptive equipment test-taking accommodations for courses in which students with disabilities are enrolled 

ii. Arrange with faculty of courses for which students of disabilities are enrolled for pick up and return of testing materials appropriate to provide test-taking accommodations 

iii. Proctor tests as needed

2. ASC office responsibilities 

a. Work with Student Disability Services Specialists to deliver accommodations for disability services 

b. Substitute for deskworkers if necessary
SUPERVISORY RESPONSIBILITIES: 
None 

CONTACTS:
Works daily with students, faculty, and staff 
EDUCATION: 
Essential:
High School diploma or equivalent 


Desirable:
Bachelor’s degree 

EXPERIENCE:
Essential:
Intermediate to advanced skills with MS Office Suite, Word and Excel skills; experience working in a networked environment are essential. 

Desirable:

Taking initiative within and comfortable with 

established electronic/online systems 

KNOWLEDGE, SKILLS, ABILITIES: 

· Attention to detail 

· Ability to adhere to documented processes and procedures. 

· Ability to use email effectively and efficiently as a means of business communication.

· Good organizational skills, flexibility to handle unexpected situations, and exceptional 

· Excellent listening and communication skills
· Ability to work collaboratively and independently 

· Handling of confidentiality issues with integrity 

· Understanding and appreciation for working in a church-related, selective, liberal arts college environment 

PHYSICAL DEMANDS:
None 

WORKING ENVIRONMENT:
Normal office environment 

WORK SCHEDULE:
FTE: 
approximately 40 hours per week (hours flexible within the day)

Term:
6 weeks, beginning; 



Aug 18 and ending Sept 30, 2011
APPROVAL:
Rosalyn Eaton-Neeb 

DATE:




April 2011
