
If you are interested in the job described below, submit a cover letter and/or résumé describing your experience with 
computers and media technology and customer service, or you may use the Supplement to Application for 
Employment that follows this job description You may submit materials electronically to swans290@umn.edu or mail to: 
 

University of Minnesota 
School of Journalism & Mass Communication 
Attn: Wally Swanson 
206 Church Street S.E., Room 17 
Minneapolis, MN  55455 
 

Remember, you must have work study funds as a part of your financial aid package to qualify for this job. 
 
 
LAB ATTENDANT (MULTIMEDIA), SCHOOL OF JOURNALISM & MASS COMMUNICATION 
Position Information: 
 
Date: July 31, 2007 

Job Code and Title Lab Attendant (Multimedia) 

Job Code  

Requisition Number  

Position Category Student – On-Campus 

Appointment Term Hourly, Fall Term, Spring Term 

Appointment Type Student – Posted Position 

Work Hours Variable, 8:00 am-10:00 pm, Monday- Thursday; 8:00 am-5:00 pm, Friday; 
10:00 am-4:00 pm, Saturday; 2:00 pm-8:00 pm, Sunday 

Work Day Sunday – Friday 

Total Hours or % Appointment 10-12 

Full/Part-time Part-Time 

Starting Hourly Rate 9.00 

Department Name: School of Journalism & Mass Communication 

College or Admin Unit Liberal Arts, College of 

Campus Location Twin Cities 

Job Open Date 09-06-07 

Job Close Date Open Until Filled 

Supervisor: Wally Swanson 

Required/Preferred Qualifications: MINIMUM/ESSENTIAL QUALIFICATIONS EMPLOYEE MUST HAVE: 

• Work Study for Fall 2007 and/or Spring 2008 

• Strong customer service skills 

• Familiarity with both PC and Mac operating systems 

• Ability to work independently 

SELECTION CRITERIA/PREFERRED EMPLOYEE QUALIFICATIONS: 

• Experience with basic graphics and printing issues; experience 
with digital video and audio recording/editing; digital photography 
and document scanning; opening, saving and transferring of files 
in a variety of formats; CD/DVD burning 



• Previous tech support experience 

• Good interpersonal communication skills 

Some training will be provided. 

Duties/Responsibilities Monitor computer lab and enforce rules 

Prepare equipment for checkout and work with computer-based reservation 
system 

Assist in the basic use of computers, video and audio equipment 

Maintain and clean equipment and lab facilities 

Report malfunctions and needed repairs 

Perform basic maintenance and troubleshooting of laser printers 

Program Unit / Description The SJMC faculty is composed of 25 tenured and tenure-track faculty 
members and eight academic (teaching) staff. The faculty also includes 
more than 30 additional instructional staff, including adjunct instructors and 
affiliated faculty. 
 
For academic year 2005-06, approximately 1000 undergraduate majors 
and 120 graduate students were enrolled in the SJMC. The SJMC grants 
the B.A. degree in three program tracks: professional journalism, 
professional strategic communication, and mass communication. 

Application Instructions Submit a Resume or Cover Letter that addresses these topics: 

• Describe your customer service experience 

• Describe your experience with computers and technology 

• How many hours are you available to work 

• Are you eligible for work study 

 
*The employer reserves the right to change or add duties to this position as long as the changes and/or additions are 
consistent with the job classification. 



Supplement to Application for 
Employment 

University of Minnesota 
U of M Job Center 

170 Donhowe Building 
319 15th Avenue SE 

Minneapolis, MN 55455 
(612) 625-2000  

Additional Work Experience 
Employer 
      

Address                                                                          City                             State 
      

Your supervisor’s name 
      

Your supervisor’s phone number 
      

Dates employed (mo./yr.) 
From:                           To:       

Total no. months  
employed                  

Job Title 
      

If U of M position, which employee group? 
�  Civil Service �  Teamster’s BU  �  AFSCME BU �  Academic  �  
Student 

Reason for leaving 
      

Job duties/accomplishments 
      
 
 
 
 
 
 
 

 
 

Employer 
      

Address                                                                          City                             State 
      

Your supervisor’s name 
      

Your supervisor’s phone number 
      

Dates employed (mo./yr.) 
From:                           To:       

Total no. months  
employed                  

Job Title 
      

If U of M position, which employee group? 
�  Civil Service �  Teamster’s BU  �  AFSCME BU �  Academic  �  
Student 

Reason for leaving 
      

Job duties/accomplishments 
      
 
 
 
 
 
 
 
 

Employer 
      

Address                                                                          City                             State 
      

Your supervisor’s name 
      

Your supervisor’s phone number 
      

Dates employed (mo./yr.) 
From:                           To:       

Total no. months  
employed                  

Job Title 
      

If U of M position, which employee group? 
�  Civil Service �  Teamster’s BU  �  AFSCME BU �  Academic  �  
Student 

Reason for leaving 
      



Job duties/accomplishments 
      
 
 
 
 
 
 
 
 
 

 
Additional Information  

use the space below to further describe your relevant skills, training, and experience, including length of time. Providing this additional information is extremely valuable 
in the selection process.  
Office/Administrative skills and experience (such as data bases, word processing, data entry, spreadsheets/graphs/charts, desktop publishing, internet, e-mail, medical 
terminology, legal terminology, technical/statistical/scientific typing, correspondence/manuscript editing, bookkeeping/accounting, etc.) 
      
 
 
 
 
 
 
Supervisory/Managerial skills and experience (such as hiring, firing, disciplining, evaluating performance, rewarding, training, assigning work, directing work, reviewing 
work, etc.) 
      
 
 
 
 
 
 
 
Professional skills and experience (such as formal related coursework, publications, administration of grants/contracts, budget maintenance, data gathering, report 
writing, statistical analysis, public relations, etc.) 
      
 
 
 
 
 
 
Scientific/Laboratory skills and experience (such as scientific coursework, lab techniques, lab equipment, etc.) 
      
 
 
 
 
 
 
 
Computer skills and experience (such as word processing, spreadsheets, databases, internet software, desktop software, mainframe software, development 
methodologies, database servers software, hardware operating systems, server operating systems, host operating systems, telecommunications, etc.) 
      
 
 
 
 
 
 



Additional relevant information not listed above (foreign languages spoken, relevant community activities, etc.) 
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