University at Buffalo School of Law

Position: Office of Student Affairs Student Assistant

The Office of Student Affairs in the School of Law seeks a Student Assistant for the 2025-2026 academic year. The Student Assistant 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 student assistant should be enrolled/enrolling in an undergraduate or graduate 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 Student Assistant reports directly to the Assistant Dean (Fall Semester) and Associate Dean (Spring Semester) and will work closely with the Student Affairs team. 

Responsibilities include:
· Collaborate with the Office of Student Affairs team and other law school members to design and run in-person student life events and encourage a sense of community between peers, faculty, and staff.
· Support the 30+ SBA recognized student organizations
· Closely work with the student leaders/e-board members in booking their event space, promoting their event through SIP, Docket, social media, & LinkedIn class groups
· Receive and process proposed event registrations
· Administer the Student Life e-mail and calendar
· Reserve classroom space through EMS
· Advise students on food permit, cash raffle, and other university wide policies
· Answer questions / regularly communicate with students about event planning details
· Student Life Inbox/Calendar
· Monitor and respond to all Student Life inbox for all inquiries and communication
· Answer all questions related to event planning and general student life / student organization inquiries
· Reserve rooms on behalf of student organizations and manage the student life calendar of events
· Support Associate Dean with large scale events including BPILP Auction, OUTLaw Dinner, Students of Color Dinner, and Buffalo Law Review Dinner
· Organize / upkeep / cleaning of new nursing room, wellness room, and student organization conference room
· Maintain professional relationships and respecting confidential student and law school information is critical to this role.
· Show an aptitude for working with diverse populations in an inclusive environment.
· 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 with other student assistants.
· Devote 20 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.
Required Qualifications:
· Strong attention to detail
· 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 20 hours of work per week and a commitment to the full academic year 2025-2026, which will be conducted during normal business hours and availability is needed for working select weekend and evening events. The compensation for the position will be $19 per hour.  The Fall 2025 start date will be as soon as August 1st, 2025 (work ~10 hours per week only in August).  Start and end dates for each semester are flexible based on student’s class and finals schedules, travel plans, etc.
