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Federal Work-Study Job Description-Student Engagement Assistant (TideLife)

Position Summary
The Student Engagement Assistant supports TideLife programs and initiatives by assisting with event preparation, logistics, and outreach efforts. This role plays a key part in enhancing the student experience by assisting with engaging activities, maintaining organized resources, and representing TideLife through peer interaction and campus presence.

Key Responsibilities
Event & Program Support
· Assist with set-up and breakdown of TideLife events and programs, including transporting items across campuses.
· Support event preparation tasks such as assembling materials and organizing supplies.
Inventory & Operations
· Maintain organization of the TideLife inventory supply closet
· Track program supplies and assist with inventory management
· Sort, store, and distribute materials for events and outreach
Administrative & Logistical Support
· Prepare program materials (e.g., printed programs, brochures, signage)
· Fold brochures, assemble packets, and maintain bulletin boards
· Assist with basic office tasks such as checking mail, shipping supplies, and unpacking deliveries
· Create and update spreadsheets for tracking supplies and program needs
· Update TideLife Event Calendar and Teams page
Outreach & Student Engagement
· Represent TideLife at campus events, tables, and outreach opportunities (as schedule allows)
· Engage with peers to promote programs and increase student participation
· Support efforts to build a welcoming and inclusive campus environment

Qualifications
· Strong organizational skills and attention to detail
· Ability to work both independently and as part of a team
· Comfortable engaging with peers in a friendly and professional manner
· Ability to lift and carry event materials (Must be able to lift up to 30 pounds)
· Basic computer skills (Excel/Google Sheets preferred)

Preferred Qualities
· Interest in student life, campus involvement, or event planning
· Reliable, flexible, and proactive
· Positive attitude and willingness to support a variety of tasks

Work Environment
· Combination of office setting (Building 8) and campus event spaces
· Involves physical activity when necessary (lifting, carrying, setting up equipment)
· Hours (Tuesday – Friday), 10 hours per week

This Federal Work Study position will pay $15.00 per hour and is approved to work a maximum of 10 hours per week. 
If you are interested in applying for this position, please complete the Federal Work Study Application.
Supervisor: Kari Logan
Supervisor Emai: klogan@tcl.edu 
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