Pima SmartScape Program
4210 N. Campbell Ave.
Tucson, AZ  85719
(520) 626-5161

Re:  Student Worker Position Opening

Position Title:				Student Worker
Posted Rate of Pay:			Student Group B - $8.05/hr
Job Open Date:				03/23/15
Job Close Date:				Open Until Filled
Reviews Begin:				03/30/15
Full Time/part time:			Part time (minimum 8 - 12 hours/wk)
Days & Schedule to be worked:		TBD
					Weekdays 2 or 3 days per week (minimum 3 hours/day) 
					& Saturdays (minimum 1 to 3 days per month - dependent on 						class schedule [4 to 7 hours each]) 
					Occasional evenings 3:00 - 6:30 as needed
Position Summary:	

Pima County Cooperative Extension is seeking a Student Worker to provide general organizational support and classroom facilitation for the SmartScape Program. The program provides adult education in landscape maintenance and irrigation.

The candidate must be highly motivated, energetic, an excellent team player, and able to work accurately. Occasional evenings and typically 1 or 2 Saturdays per month.

This position is located at Pima County Cooperative Extension, 4210 N. Campbell Avenue, Tucson, AZ.

The candidate will work independently without close supervision under general direction of the program leader.

Duties and Responsibilities:
*Maintains accurate inventory and organization of class materials/supplies.
*Compiles and distributes class materials and program literature, including handouts, brochures, field supplies, etc.
*Sets up/breaks down multi-use classrooms to facilitate instruction including arranging tables and chairs, managing electronic equipment, coordinating field/classroom supplies, providing instructor assistance as needed; performs basic custodial duties for maintaining classroom cleanliness (sweeping, dusting, emptying trash).
*Assists program personnel in preparing materials for courses or projects, including sorting and photocopying printed materials.
*Assists in preparing routine records and reports, including data processing and use of electronic equipment (e.g, Turning Point), etc.
*Assists in providing general information regarding the program and promotes events via social media and other appropriate venues.
*May be requested to provide occasional receptionist duties.

Minimum Qualifications:
*Knowledge of standard office policies and procedures.
*Ability to communicate effectively, including oral and written skills.
*Ability to interact professionally and effectively with faculty, administration, and the public;  comfortable in working/speaking with public.
*Able to lift heavy weight (e.g., boxes of books, printed materials, field supplies).
*Availability to work solo on occasional evenings and at least 1 or 2 Saturdays per month.
*Valid driver's license and access to vehicle for transporting class materials.

Preferred Qualifications:
*Knowledge of and/or genuine interest in horticultural/irrigation industry.
*Bilingual (fluent in written and spoken English/Spanish).
*Familiarity with social media, website management, and data collection/management software.
*Skill in use of personal computer/software.
*Dependable with excellent work ethic.

Submit:
* Letter of Interest; include 1) interest in Pima SmartScape Program, 2) field of study and how this program would contribute to or enhance your academic pursuits, 3) special skills/aptitudes that would complement Pima SmartScape program goals and initiatives.
* 3 Letters of Reference

Attention:
Kathryn Hahne, Horticulture Agent
c/o Pima SmartScape Program
4210 N. Campbell Ave.
Tucson, AZ  85719





 




	
