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                                         Visual and Media Literacy Hub
Student Code of Conduct Agreement
Student Name: 
Job Position: Digital Assistant 
Hours: ____________________________Semester: __________
Work Study___ Non Work Study___ Interns____GA____Volunteers_____Staff____


Student Position Description: Visual and Media Literacy Hub is looking for graduate and undergraduate students to assist with the Hub lending equipment bureau, digital production of analog collections, research and catalog collections and help faculty and students with technology. Duties include but not limited to: Assist students with photographic, video and digital equipment, digital production of analog image and video,  participation in daily office tasks, filing, photocopying, providing access to slide and digital collections, instruction in existing and emerging technologies including RHINO, CAD, WACOM, MAYA, ADOBE SUITE and assist faculty and students with VRC's resources and services.
Qualifications: Willing to train; no previous experience is necessary. However, experience in Adobe Suite, especially, Photoshop, and CAD are very useful.  Working in a computer environment, library, or related field is useful. Experience with word processing, data entry, familiarity with photo editing and scanning applications is helpful. The position requires commitment, patience, diligence, attention to detail, ability to work independently, willingness to learn and to serve the public in a positive manner.
Code of Conduct Policy
I hereby understand and agree to VRC’s codes of conduct listed below. 

1. Employees are expected to conduct themselves in a professional manner at all times.  

2. Employees are expected to be courteous and helpful to all VML patrons and visitors.

3. All requests for assistance are to be handled politely.  

4. Unnecessary talking is to cease while faculty is using the VML.  

5. Only work pertaining to VML may be conducted. 

6. Personal or school work on the computer including the Internet and email are prohibited during work hours unless it relates directly to the VML.  
7. No cell phone or texting during work hours.
8. All missed hours will be deducted from the payroll unless arrangements have been made ahead of time.

Signature: ________________________________________________________________________

Date:



