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OFFICE OF MULTI-ETHNIC STUDENT EDUCATION

Division of Academic Affairs
“High Standards. High Expectations. Excellence.”
	1101 Hornbake Library

College Park, Maryland 20742-4341

301-405-5616 TEL
301-314-9512 FAX

www.omse.umd.edu


Position Description: Lab Monitor

Location: Office of Multi-ethnic Student Education 

Purpose of Position:
Lab monitors answer questions and help students learn about the tutoring process. The study labs are open from 8:30 am to 7 pm, so monitors will be responsible for overseeing the various procedural requirements of the tutorial program during those times. The Lab Monitor helps to maintain a study atmosphere in the lab, and will also aid staff by performing clerical duties such as data entry, phones and other administrative projects as needed.
Qualifications:

· Registered undergraduate student 

· Work/Study eligibility required 
· Have at least a 2.5 GPA 

· Good interpersonal communication skills 

· Experienced with Microsoft Office applications 

· Availability for approximately 10-15 hours of work per week, between 8:00 am and 7:00 pm M-F
Skills Required:

· Lab monitors should be personable and comfortable assuming leadership roles.

· Applicants need good communication skills and must have the ability to work with students from diverse backgrounds and with varied skill levels.
· Patience and respect towards others

· Be a self-starter and self-motivated and problem solver 

· Have strong interpersonal and customer service skills 

· Have the ability to teach others and the desire to learn and succeed
Duties and Responsibilities:

· Keep the study lab clean and organized
· Enforce all lab policies, rules and procedures
· Keep track of supplies and reorder as appropriate

· Clearly post tutors hours on the door and post any changes

· Work all hours scheduled to work or agree to cover for someone else
· Be available during your shift to assist study lab users and to take care of any issues that may arise
· Participate in a tutor Orientation session prior to meeting with tutors
· Attend all training sessions and team meetings; notify Program Coordinator immediately if there is a scheduling conflict
· Complete and submit all required forms when they are due
· Update your schedule and course information as needed
