
UAM College of Technology at McGehee 

Business Technology Student Assistant  
*Position located on McGehee Campus 

 

 

 

Duties and Responsibilities: 

 Assist with answering telephones, faxing, filing correspondence, and running errands on campus. 

 Stuffing envelopes and making copies.  

 Greet office guests, answer questions and direct to the proper individual(s). 

 Data entry into a Microsoft Excel spreadsheet; database, etc.  

 Assist in student retention (tutoring) and recruitment (marketing). Be able to monitor and respond 

to the Student Question Corner in all Blackboard courses. 

 Completes other projects as assigned such as grading and responding to student emails while 

remaining confidential in all areas. 

Qualifications: 

 Ability to complete tasks with minimal supervision.   

 Ability to work with and understand details.  

 Ability to operate office equipment.  

 Customer service and strong communication skills. 

 Ability to work well and communicate clearly with faculty, staff, students and visitors.  

 Ability to use office software applications like Word, Excel and Power point. 

 Student must be able to work 20 hours a week and have a flexible schedule around class time.   

 Must be enrolled is a Technical or Associate degree program  

 Must meet Financial Aid Requirements  

 Must be enrolled as an Arkansas Career Pathways Initiative student (McGehee Campus)  

 Must be currently receiving governmental benefits such as SNAP, TEA, or Medicated.   

 

 

Compensation: Student workers are paid minimum wage, twice a month. Payroll dates will be 5 

working days after the 15th of the month, and 5 working days after the last day of the month. Timesheets 

for (1st -15th) must be submitted and approved by noon on the first workday following the 15th; and by 

noon, for (16th -end of month) on the first workday of the following month. 

 

Review of applicant data will begin immediately and continue until the position is filled. UAM 

is an Affirmative Action/ Equal Opportunity Employer and is subject to FOI requests. 

 

 


