Center for Honors, Scholars & Leadership

Student Employee Job Description

Position: Special Projects Assistant
Starting Pay: Minimum Wage per hour – with opportunity for advancement
Must be eligible for Work Study (no-need or federal)

Hours: Flexible schedule – 10 hours per week to start; some nights and weekends may be required
Supervisor: Loree Crow, Director for Honors and Scholars
Desired skills/traits for this position:

· Strong level of creativity 

· Detail oriented – ability to proof-read and catch errors

· Ability to juggle multiple tasks and understand priorities

· Self-directed – ability to initiate own tasks

· Strong level of professionalism as demonstrated through verbal and written communication. 
Job Duties:

· Create flyers and other promotional pieces for HSL programs and initiatives

· Work with UNC Publications for more formal publications
· Design and layout annual HSL newsletter 
· Distribution of written communications including press releases, announcements, promotional materials via various channels including e-mail listservs, UNC Calendar, and UNC Today  
· Compile and keep record of HSL in the news 

· Assist with HSL special events coordination 

· Assist with other tasks in the Center as needed
Essential Dates for availability:
· Student Staff Training – held during week before Fall semester or the week before Spring semester
