
JOB DESCRIPTION

POSITION TITLE



Student Employment Coordinator
REPORTS TO:



Associate Director, Human Resources
PRIMARY FUNCTION: 
Responsible for coordinating the student employment process.
AREAS OF RESPONSIBILITY:


· Coordinate with the Financial Aid Office to ensure proper oversight of the student employment program
· Solicit and advocate for student employment positions from College departments

· Review and approve student employment job descriptions

· Determine and submit recommendation for student employment wage structure

· Post student employment openings

· Process employment authorizations assuring accurate completion and appropriate authorizations are obtained
· Collect, audit and maintain necessary employment documents such as the I-9, W-4
· Coordinate with Payroll Office to ensure timely and accurate processing of student payroll

· Manage student employment information including data input and reporting

· Assign incoming freshman work assignments
· Recommend and/or conduct appropriate training sessions for student employment supervisors

· Answer student employment related questions

· Analyze payroll reports to effectively monitor student earning levels and communicate to students and supervisors when work awards have been earned

· Distribute departmental earnings reports to supervisors/budget managers following each payroll run

· Update and maintain various means of communication with students (i.e. website, handbooks, correspondence, etc.)

SUPERVISORY RESPONSIBILITIES: 
Give functional direction to student workers

CONTACTS:
Staff and Faculty student work supervisors, Financial Aid Office, Payroll, IIT, students
EDUCATION: 
Essential:
Post-secondary education

Desirable:
Bachelor’s degree
EXPERIENCE:
Essential:
2-3 years office administration and/or coordination requiring independent decision making, detail accuracy, use of database for records management and reporting

Desirable:
Previous student employment and/or HR experience  

KNOWLEDGE, SKILLS, ABILITIES:

Computer expertise in Excel, Word and Access required.  Must possess aptitude for numbers, accuracy, attention to detail, and excellent communication and interpersonal skills.  This position requires an individual to work independently to meet deadlines.  Must be able to advise and interact with students and supervisors. Confidentiality is essential. 

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Normal Office Environment

WORK SCHEDULE:
FTE:
.75  



Term:
Full Year



Shift: 
schedule to be determined, may require some evening and weekend work
APPROVAL:                


Lora Steil                           

DATE:





September 2011


