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STUDENT LEARNING CENTERS
DESK ASSISTANT

The goal of the Student Learning Centers is to assist students in becoming independent learners by developing skills to help them become successful academically. All staff members are expected to work toward the achievement of this goal. To this end, desk assistants are required to apply the following qualifications and traits to the responsibilities described below. Appropriate training will be provided.

Primary Responsibilities:

Assist SLC staff with student requests for tutoring:
· Explain the various services available.

· Check students in and out using the front desk computer system.

· Schedule individual academic tutor appointments, study skills workshops, and other types of appointments as needed.

· Answer phone calls, take messages, assist students in a courteous and professional manner.

Represent the SLC in a professional manner

· Become familiar with the tutors, staff members, & SLC services as well as staff and services provided by Educational Support Services.

· Demonstrate familiarity with NAU student services, directing students to the appropriate department for assistance.

· Maintain confidentiality of student information.
Assist SLC staff with various administrative tasks required throughout the day

· Assist with photocopying and distribution of SLC materials throughout campus.

· Pick up and delivery of items used for SLC purposes (interoffice mail, Accounts Payable, etc.)
· Data entry and filing.
· Design & create bulletin boards.
· Work together with other desk assistants to provide a positive, welcoming learning environment conducive to the tutoring needs of all students. 
· Initiate & maintain clear & accurate communication between all SLC staff; senior staff, tutors, desk assistants, & GAs.
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