Student Success Leader

SUMMARY:

Provide support for departments and future and incoming minority students regarding student services and campus in general. 

DUTIES AND RESPONSIBILITIES:

1. Participate in the planning of special tutorial seminars.

2. Provide in-person and phone customer services.

3. Route telephone calls and greet visitors.

4. Provide general departmental and campus information.

5. Perform data entry, spreadsheet applications, and publication layout and development.

6. Photocopying and faxing.

7. Assist with special projects and programming.

8. Run errands.

9. Be engaged in the planning of events and initiatives.

10. Deliver small and large group presentations.

11. Serve as a mentor for pre-college students.

12. Other job related duties as assigned.

MINIMUM JOB REQUIREMENTS:


Knowledge about the UNM Main Campus structure and various student resources.

Knowledge of the tutoring services available through departments, CAPS, and CAPS Satellite.

Knowledge of and participation in Sidekicks Mentorship Program.

Must possess a positive work ethic, initiative, enthusiasm, and willingness to learn.

Full-time student with 2.5 GPA.

Must enroll in FERPA training.

May require specific knowledge of certain ethnic, racial, religious or other minority group. 

Other requirements as specified by department.

