Student Help Desk Agsociate
Application

Prospective Employee Information

Thank you for your interest in the Student Help Desk
Associate position. Please complete this application
and return to :

Mr. Steve Maliniak,

Help Desk Supervisor, OIT
Muhlenberg College

2400 Chew Street
Allentown, PA 18104-5586

If you have any questions, or would like additional
information, please e-mail: maliniak@muhlenberg.edu

or call 484-664-3375, ask for Steve.

Muhlenberg College

Office of Information Technology
Updated 06/04



ASSOCIATE PROGRAM OVERVIEW

Advantages:

use and develop computer and research skills
work with the Muhlenberg Community
work flexible hours

hands on experience in desktop support

The successtul candidate will:

have good oral and written communication skills and strong
interpersonal skills

have knowledge and familiarity with Muhlenbergs'
computing environment

have flexible thinking, initiative and the desire to learn new
skills

be dependability and have a sense of responsibility.

Job Responsibilities:

project a professional and courteous demeanor at all times
be on time for the assigned shift

remain at the Student Help Desk for the duration of the shift,
except when attending to a problem in another lab

keep the Student Help Desk area presentable

log all student PC problems into Clientele

follow up on problems

help students with computer-related questions on supported
campus hardware and software

report on the condition and configuration of hardware and
software in the computer labs.

conduct walk-through inspections of assigned labs and
restock supplies as needed.

attend all scheduled meetings and training

perform other projects as assigned by OIT

ASSOCIATE JOB INFORMATION

Name:

Email: Class:

School Address:

Box#: Room# . Dorm:

Phone#

In the space provided below, please list your “Information Technology”
related interests, skills and strong points:
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