[bookmark: _GoBack]Arizona Project WET Student Assistant

Salary:  $11 per hour
   19.5 hours per week 

Start date:  January 14, 2019

Good communication skills are a must for this position.

Arizona Project WET (APW) is a statewide water resource education program offered to teachers, students and educators. Through a grant with Tucson Water APW delivers locally relevant water education programs to Tucson-area school districts.  Ultimately, the aim of this initiative is to promote an understanding of Arizona’s water resources and issues affecting the state. A strong understanding of water in arid Arizona will also promote an ethic of water conservation and stewardship.  

Under the direction of the APW Director, the student assistant will serve as the administrative and communication assistant for Arizona Project WET programs.  The student assistant maintains the participant and evaluation databases; manages listserves, formsite and web updates; and analyzes evaluation data and develops graphical representations.

Duties & Responsibilities

· Maintain inventory of curriculum guides and place other supply orders
· Equipment checkout and maintenance
· Update the website. Make sure events are accurate and the registration is functional. 
· Maintain Qualtrics templates for workshop registrations, workshop evaluations, and WF volunteer, teacher, and student evaluations. Copy to make new registrations when needed.
· Maintain listservs
· Update them when new surveys come in 
· Remove participants who no longer wish to be on the listserv any longer (update in APW database and append [UN] to email, check “unsubscribed” box)
· Send flyers and notices of workshops or other events out to participants so they can sign up
· Maintain and update workshop attendee and evaluation databases
· Maintain photo releases and workshop sign-ins
· Prepare and gather materials for workshops and academies
· Maintain relationships with key vendors
· Fill out P-card and travel forms
· Run queries in the Access database for reporting purposes or at any other time when it is necessary. 
· Create workshop certificates when necessary
· Attend APW Weekly calls (usually Monday morning)
· Review and track changes on the Weekly Wave, then once approved send to point person 
· Update WRRC Weekly reporting worksheet monthly.
Minimum Qualifications
 
Candidate should be highly organized and have excellent interpersonal relations skills. Candidate must be able to take initiative and work independently and resourcefully. Candidate should have time to work during the 8 to 5 time period. Candidate will need to be proficient at Access.
 
Preferred Qualifications

Background in education, communications, planning and/or science related field preferred.  Candidate should care about Arizona’s water resources and issues affecting the state and have an interest in quality education.  A strong interest in learning about water in arid Arizona and education will help to promote an ethic of water conservation and stewardship.  

Preferred Language Skills:  Spanish is helpful but not required.  A valid driver’s license is also preferred.

