Job Description for Position in Sponsored Programs

The student assistant will be able to (1) file documents, (2) prepare file folders for grant documents, (3) scan documents into pdf files, (4) research topics over the Internet for background information needed for grants, (5) research topics within an assigned database using a laptop computer, (6) research online sources through the Library’s databases, (7) prepare documents with computer links, (8) search grant databases for available grants for given topics, and (9) support development of grant proposals as needed.

Hrs: TWR 9-3

