University at Buffalo School of Law

Position: Work Study – Office of Student Affairs Assistant

The Office of Student Affairs in the School of Law seeks a Work Study student for the 2023-2024 academic year. The Work study will support the School of Law Student Affairs Team with events, marketing, and other assignments as needed within the office.

Requirements: 
We seek an individual who will bring enthusiasm and initiative to a hardworking, collaborative team. The Work study student should be enrolled/enrolling in an undergraduate degree program at UB. They will enjoy networking with others at events, demonstrate excellent judgement in decision-making, have a positive and friendly attitude, possess essential skills with computers and technology, and be comfortable working in an office environment with a high level of confidentiality and discretion.

Job Description: 
The Work Student reports directly to the Student Life Coordinator and will work closely with the Student Affairs team. 

Responsibilities include:
· Assist with planning and execution of School of Law and Office of Student Affairs events. 
· Help set up and clean up for School of Law and Office of Student Affairs events occurring on select weekends, weekday evenings, and during business hours.
· Devote 10 hours per week to help events run smoothly.
· Prepare promotional materials for marketing School of Law and Office of Student Affairs events.
· Hang flyers throughout the law school and ensure postering guidelines are followed by others.
· Cultivate and maintain good working relationships with staff, faculty, and students.
· Assist with other activities as needed.

Required Qualifications:
· Candidates must receive financial aid indicating work study eligibility at UB to be considered for these positions
· Check your financial aid package if you are unfamiliar.  Please attach the letter to your response if you have already received it.
· Strong written and communication skills
· Previous work experience
· Proficiency in Microsoft Office, experience with Canva is preferred.
· Organizational and time-management skills
· Positive, friendly, and adaptable.
· Ability to work independently and on a team.

Commitment and Compensation:
The position requires 8-10 hours of work per week, which will be conducted during normal business hours and availability is needed for working select weekend and evening events. Start and end dates for each semester are flexible based on student’s class and finals schedules, travel plans, etc.
