Graduate Staff Assistant Job Description

	RA Name:
	

	Appointment Period:
	

	Grant Name & Number:
	

	Principal Investigator/Supervisor:
	Laurel Sercombe, supervisor


Check all duties that apply to this individual:

(
Process new collections of archival recordings (assign numbers, label and create documentation sheets).

(
Copy archival recordings from and to a number of analog and digital media formats.

(
Digitize, edit, and manage files of music recordings.

(
Assist the archivist in answering phone, email, and in-person requests for information and copies of recorded material and other documentation.

(
Input catalog records into on-line database catalog.

(
Assist with preparation of class-related recordings as required.

Other specific duties: _________________________________________________________________

Procedures used for evaluation:  End-of-quarter meeting with archivist to discuss performance and develop list of objectives for following quarter.

ASE Signature:           


Date:



Supervisor Signature: 


Date:




