Copy Center Assistant I
SUMMARY: 

Under direct supervisions, works in the UNM Copy Center coiling books, packing orders, making copies, and operating the cash register.

DUTIES AND RESPONSIBILITIES: 

1. Assist with collating, coil binding, folding, hand inserting and loading paper on Xerox machines.

2. Serve as a cashier.

3. Other job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:

High school diploma or GED.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Coil binding experience.

· Bindery experience preferred, but not required.

· Previous cash register sales experience.

