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Alverno College 

Non-Exempt Position Description 
 

 

Position Title:  Information/Involvement Desk Assistant   Date: August 2022 

Department: Student Activities & Leadership    

Reports To: Director of Student Activities & Leadership   

 

Primary Function: 
Assist students and campus guests with general questions about directions and events.  

Promote campus involvement by providing information about opportunities for students.  

Assist with programming run out of the info/involvement desk.  Represent Student 

Activities at functions and events. 

 

 

Principal Responsibilities 

1. Staff information/involvement desk - answer phones, record accurate messages, and direct calls to appropriate 

departments. 

2. Provide directions and event information. 

3. Assist students and campus guests with general questions about directions and events. 

4. Assist in the promotion of campus involvement by staffing programming held out of the involvement desk. 

5. Provide positive customer service, ensuring people have accurate information and that questions have been 

answered or re-directed 

6. Know how to use all office equipment, report any problems or supplies that need to be ordered 

7. Problem solve issues for campus guests looking for assistance. 

8. Assist Student Activities Board and other programming offices on projects as needed. 

9. Assist with special events as needed   

10. Complete other office tasks as assigned 

 

Qualifications 

1. Current student in good academic and conduct standing as defined by the College 

2. Familiarity with campus resources, buildings, and general activities (training will be provided) 

3. Requires strong organizational skills and the ability to multi-task, prioritize, and work with frequent interruptions.  

4. Must have the ability to professionally respond to variations in schedules and plans. 

5. Requires the ability to work with and maintain confidential information. 

6. Requires the ability to work independently as well as collaborate with others. 

7. Requires a working knowledge of Microsoft Office and ability to learn other software. 

8. Requires excellent written and oral communication skills including the ability to communicate and respond to both 

internal and external customers professionally and in a timely manner.  Must have the ability to read, interpret, 

write and complete documents such as reports, newsletters, and general correspondence. 

9. Strong problem-solving skills including the ability to develop innovative approaches and ideas and meet 

challenges with resourcefulness. 

10. Must have the ability to talk and hear.  Specific vision abilities required by this job include close vision and color 

vision. 

 

Working Conditions 

General office environment and events. 

 


