REQUEST FOR STUDENT EMPLOYEE- LAB (BUDGETED / WORK STUDY)
Return to MVCC – JOB RESOURCE CENTER –S202 – Ext. 5737

NOTE: All open positions MUST be posted with the JRC prior to recruiting student!
You must complete ALL fields in order for the form to be processed.  

Posting for (Please check all that apply) 		Fall__________	Spring__________	Summer__________
Budget Code #                                   -5108000			College Work Study (   ) No Budget Code 

Direct Supervisor___________________________		Ext.			Room Number: 		
Direct Supervisor’s E-Mail Address: ________________________________________
Secondary Supervisor: 					 	Ext. 			Room Number: 		
Secondary Supervisor’s E-Mail Address: 						
	Area______________________              Div.________________________
Position Title      Lab Employee_             Lab Area ____________________ Salary: $8.25/hr._____                     

The MVCC student hired for this position should know how to:
· Effectively Communicate:  Student must have effective and clear verbal and written communication (including listening skills). 
· Demonstrate Critical Thinking:  Students must engage in critical thinking (problem solving, decision-making, applied knowledge, creativity) to initiate and implement solutions to problems.
· Participate as a Productive Member of a Team: Student must use teamwork skills (relationship building, interpersonal skills) and become a contributor to department.
· Utilize Information & Technology Effectively: Student must have current technology skills (Microsoft Word, Excel, PowerPoint, Internet, Email, etc.)
· Implement Self-Management Skills:  Student must be dependable with strong work habits; able to manage time and priorities, work independently, punctual and operate for the greater good & provide service to all.

Skills (Please check all that apply):
	· Cleaning/Maintenance
	· Lab Preparation 
	· Good Oral/Written Skills 

	· Equipment Distribution & Maintenance
	· Hardware/Software Installation
	· Good Grammar Skills

	· Student Assistance
	
	

	
	
	


Additional Job Duties / Skills / Requirements (Please be specific):
____________________________________________________________________________________________________________________________________________________________________________________________________

Days/Times Needed_____________________________________________________________

(Please Note: Each Student Employee is allowed to work a maximum of 20 hours per week!)
To be eligible for Student Employment, Budgeted Student Employees must be enrolled in 6 or more credit hours during fall and spring semesters and 3 credit hours for the summer semester.  Work-study student employees must be enrolled in 6 credit hours during the fall, spring and summer semesters.  Budgeted Student Employees can work up to 40 hours per week during semester breaks and in the summer.  Work-study students may never work more than 20 hours per week.  Work-study student employees cannot work during holiday breaks and Spring break.

Will this position require access to confidential information? ⁭ Yes      ⁭ No
If yes, what type of information? (Please be specific):
· Student Records	
· Student Information (Social Security Number, phone number & address
· Other _______________________________________________________________________

Requester's Signature ________________________________________  			Date_____________
Administrative Head's Signature _______________________________  			Date_____________
Vice President's Signature _____________________________________			Date_____________
Notify the JRC immediately when the position is filled so it can be removed from the College Central Network website.

Received by the JRC____________		
R:\user\JRC\student employment\online request for lab employee
