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SEO Jobnet #: (This field will be completed by SEO if it is a new position request) 
Department: 
Job Title :  

      (Short titles are encouraged. Only 15 characters of title will be visible to students in e-timecards.) 
Hours per week: (a range is fine)  

How should interested students apply for this position? (check all that apply) 

 E-Mail  Walk-in/In-person  Phone  Not accepting applications

 Other- Please explain:

Where is the position located?  On  Campus  Off  Campus 

Will you consider:  Any eligible student, regardless of federal work-study 

 Federal work-study applicants ONLY 

For which terms do you wish this position to be available?  (check all that apply) 

 Summer  Fall  Winter  Spring  Interim

Should this position be advertised in Jobnet (online search database) immediately? 

 Yes. I am currently seeking applicants for this position. 

 No. I will contact SEO when I need the position advertised on Jobnet. 

Hourly Rate of Pay (range): Min: $ Max: $ 

Contact Name for Applicants: 
Contact Title:  

Contact Telephone:  HB: 
Contact Email address:  

Supervisor Name:  

Office Location:  

City:  State:  Zip: 

7 Lebanon Street, Suite 203 
(603) 646-3641 • www.dartmouth.edu/~seo 

Dartmouth College

Student Employment Office (SEO) 
Jobnet Position Description 

Please complete this form, save it to your files, and then email as 
an attachment to Student.Employment.Office@Dartmouth.edu  
SEO will create the position in our system and reply to confirm 
your Jobnet position number and its posting status. 

http://www.dartmouth.edu/%7Eseo
mailto:Student.Employment.Office@Dartmouth.edu


Job Purpose within organization: Information required- not visible in job advertisement. 
Examples: Support departmental administrative functions. Assist professor with research and class preparation. 
Officiate team sports for students, faculty & staff of Dartmouth College. Provide language conversational experience 
to non-native speakers. 
 
 
 
Job Description & Requirements:   
 
 
 
 
 
 
 
 
 
 
 
 
 
Position Classification  (select only one): 
 Academic Support/Tutor/Teaching Assistant   Arts (Music, Theater, Museums) 

 Athletics/Outdoor Activities   Child Care 
 Computing/Tech Service   Food Service/Dining 
 Libraries   Office/Administrative Support 

 Programming/Events/Outreach/Marketing   Research 
 Other     
 
Comments for applicants: 
 
 
 
 
Additional Comments for SEO:  
 
 
 
 
 
 
 

 
1. Complete form and save to your files. 
2. Email as an attachment to Student.Employment.Office@Dartmouth.edu.  

 

SEO will create the position in our system and reply to confirm your Jobnet 
position number and its posting status. 
 

mailto:Student.Employment.Office@Dartmouth.edu

	This field will be completed by SEO if it is a new position request: 13755
	Name of Department: Academic Skills Center/Tutor Clearinghouse
	Hours per week: 37.5
	If other, please explain:: Send completed job application (found at:  http://www.dartmouth.edu/~acskills/internship/index.html), cover letter and resume to:  academic.skills.center@dartmouth.edu.  We will be in contact with further instructions following receipt of your materials.
	Minimum hourly pay: 10.00
	Maximum hourly pay: 
	Contact Name for Applicants: Karen Lenz
	Title for Contact Name: Office Manager
	Please include area code: 603-646-2014
	Dartmouth employer's Hinman Mail box: 6173
	Email Address for Applicants to use: academic.skills.center@dartmouth.edu
	Name of Supervisor: Jennifer Decker/Monica Erives/Holly Tracy-Potter
	City: Hanover
	State: NH
	Zip Code: 03755
	Building and Room Number or Street Address: 224 Baker Library
	Will you consider:: All Students
	Where is the position located?: on-campus
	Should this position be advertised immediately?: Yes
	Position Classification: Office/Administrative Support
	Email: Yes
	Summer: Yes
	Fall: Yes
	Winter: Yes
	Spring: Yes
	Interim: Off
	Walk-in/In person: Off
	Phone: Off
	Not accepting applications: Off
	Other- Please explain: Yes
	Comments for Student Employment Office: 
	Other Comments for Applicants: 
	Job Purpose: The role of the Peer Academic Support Intern is to provide support to the Tutor Clearinghouse professional staff in the day-to-day management of various TC program offerings.
	Job Description: Facilitating parts of the Peer Tutor/Study Groups/Resident Expert programs:o Termly Peer Tutor/Study Group Leader recruitmento Ongoing match notificationo Tutor resource managemento Monitoring the Tutor Clearinghouse Canvas Page;o Acting as a resource to students seeking information about the Peer Tutoring, Study Groups and/or Resident Expert program;o Daily management of the Study Group program, and all its variables, o Managing match issues in the absence of the Peer Tutoring Program Coordinator;o Working on long and short term projects; ando Receptionist coverage, as needed.Candidates should be:• Independent, motivated students who want to help others; • Should possess excellent communication and organizational skills in order to further the goals of the Tutor Clearinghouse;• Attention to detail is essential, along with a strong internal motivation and the ability to work well independently.  • Solid computer skills are an important component of this position.Special Projects (reporting to the Assistant Director of the Academic Skills Center):o Assisting in program promotion (social media pages, bulletin boards, flyers, etc.)o Program development and assessmento Website management projectso Data base maintenanceo Online researcho Miscellaneous administrative duties to support TC and ASC activities. 
	Job Title: Peer Academic Support Intern


