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Alverno College 
Student Employee Job Description 

 

 
Position Title: Computer Center Lab Assistant Date:   3/14/2022 

Department:  Technology Services     Status:  Student Employment 

Reports to:  Lab Manager       Salary:  

 

Primary Function 

Staff the Computer Center and assist faculty, staff, students, and guests with technology.  
Deliver and setup computer equipment for classroom use. As an IT student employee, you will 
receive paid training time to learn and perform all responsibilities listed below. 

 
 
Principal Responsibilities 

1. Assist students, faculty, staff, and visitors with technology (both hardware and software) in 
the Computer Center and computer classrooms. 

2. Provide support with logging on and using the campus network (wired and wireless), Office 
365, IOL, Moodle, and LiveText. 

3. Support Microsoft Office (Word, Excel, PowerPoint, Access, Outlook, and Publisher).  
4. Deliver, set up, connect, and troubleshoot computer projection carts, laptops, and other 

equipment. 
5. Monitor network printers: add paper, change toner cartridges, clear paper jams, and 

troubleshoot print jobs and queues as necessary. 
6. Answer phones and check/follow up on Computer Center voicemail messages. 
7. Troubleshoot hardware and software problems on Windows and Macintosh computers. 
8. Enforce lab policies and procedures. 
9. Attend paid monthly lab assistant training meetings. 

10. File, copy, collate, inventory, and perform other general office duties. 
11. Clean and maintain computer equipment and the Computer Center. 
12. Consistently use the Alverno abilities whenever applicable (communication, analysis, 

problem solving, valuing, social interaction, developing a global perspective, effective 
citizenship, and aesthetic engagement) to perform work. 

13. Comply with safety procedures, and maintain clean and orderly work areas. 
14. Perform other tasks as necessary to support the mission of the College. 
 

Qualifications 

1. Must be a currently registered Alverno student. 
2. Responsible person with good work habits, including reliable attendance. 
3. Excellent customer relation skills. 
4. Solid interpersonal, written, and telephone communication skills. 
5. Basic understanding of personal computers, Microsoft Office software, and genuine 

desire/interest to learn more (training provided as needed). 
6. Available hours are weekdays, nights, and weekends (scheduled by mutual agreement at 

the beginning of each semester). 
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Working Conditions 

1. General office environment. 
2. The employee must be able to frequently lift and/or move up to 10 pounds, occasionally lift 

and/or move or push carts up to 50 pounds, and occasionally twist when lifting. Must be able 
to freely move throughout the facility including the ability to frequently walk, stand, stoop, and 
bend. 

3. All applicants will be considered for employment without attention to race, color, religion, sex, 
sexual orientation, gender identity, national origin, veteran or disability status. 

 
Job Benefits 
 
1. Learn new computer skills (we will train). 
2. Ability to meet other students, faculty, and staff while assisting with technology issues. 
3. Flexible schedule that works with your classes, exams, and breaks during the year. 

 

Notes 

1. Pay rate determined by Financial Aid. 
2. Length of employment is based on job availability, funding, and employee performance. Start 

and End Dates of position to be determined. 
3. Performance evaluations are determined by the department. Please contact the supervisor 

for more information. 


