Orchestra Teaching Assistant Job Description

	TA Name:
	

	Appointment Period:
	

	Course Name:
	MUSEN 300

	Faculty Supervisor:
	


Check all duties that apply to this individual:

(
Set up music stands for rehearsals and concerts

(
Distribute and collect orchestral parts

(
Maintain Orchestral Library needs (ordering of music, sorting out parts, etc)

(
Participate in sectionals

(
Hold regular office hours ________ hrs/wk

(
Tutor students

(
Manage and respond to course-related e-mail

(
Develop and maintain electronic bulletin boards, discussion sites, etc.

(
Maintain grading records

(
Prepare course attendance records

(
Maintain course attendance records

(
Maintain records on individual students’ assignment completion

(
Calculate quarter grades

(
Request student assessments for course

(
Coordinate with OEA for course evaluations

(
Attend instructor/TA meetings

(
Act as liaison/mediator between student and professor

Other specific duties: ____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

ASE Signature:           


Date:



Supervisor Signature: 


Date:




