
 
Reed College Student Work Office 

Job Description Guide 
 

(This is written in the “Details” section when posting on Handshake) 
 
Purpose/Role of the Position 
What purpose does this position serve in your office? How could it be described in a few 
sentences? 
 
Duties and Responsibilities 
List the specific duties and responsibilities essential to this position. Use active verbs and be 
as specific as possible. Examples: 

● Answer phones and respond to email correspondence from students and families 
● Create and update marketing materials for the office 
● Enter office data using Microsoft Excel  
● Greet visitors  in the office, answer questions, and direct to appropriate  resources 
● Provide one-on-one and group tutoring for students in a variety of Math courses 
● Plan and execute team-building activities for groups of 10-15 students 

 
Qualifications for the Position 
What are the necessary qualifications for this position? Examples:  

● Must be a math major, with at least sophomore status 
●  Minimum GPA of 3.0 
● Experience with or interest in learning Microsoft Excel 
● Strong interpersonal communication skills 

 
Interview/Hiring Timeline 
When will interviews occur and hiring decisions be made? 
 
Shifts and Hours 
How many hours per week can the student expect to work in this position? When will the 
student worker hours generally occur? If hiring for specific shifts, this should note what 
times the student must be available for.  
For example: Flexible hours Mondays and Wednesdays 1-5pm, or Must be available 
weekdays between 5pm and 10pm.  
 
Duration 
How long will the student hold the position?  
For example: This position is for summer 2019 only, or This position is for the 19-20 
academic year. 
 
Required Trainings (if applicable) 
Are there any required trainings the student must attend outside of regular work hours?  
For example: Mandatory training the week before orientation. 
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Learning Outcomes 
Learning outcomes focus on what the student will be able to do as a result of a learning 
experience, such as a student job. Your learning outcomes describe the knowledge and 
skills that students will attain through working in this position. Listing learning outcomes 
on job descriptions can help students to see a student job as a learning experience, and 
provide them with an idea of what competencies they could gain from the position.  
 
For example:  After working in this position, students will be able to…. 

● Describe financial aid terms, forms, and processes to students and parents  
● Prioritize between multiple projects, tasks, and inquiries 
● Plan events to to engage other students with the local community 
● Use a variety of graphic design software to create original graphics  
● Identify core issues or questions and refer customers  to appropriate resources 

 
A Note on Developing Learning Outcomes 

 
Bloom’s Taxonomy is a hierarchy used to classify learning outcomes based on the level of 
complexity. Bloom’s taxonomy can be helpful in articulating learning outcomes and 
recognizing the level of complexity required from students. The verbs on the right of this 
chart can help you start to write learning outcomes, and were used in the above examples. 
 
For example: 
 
After (learning experience), students will be able to (verb + skill/concept) 
 
After working in this position, students will be able to describe financial aid terms, forms, 
and processes to students and parents.  
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