ARIZONA STATE UNIVERSITY

POSITION NUMBER:







JOB CLASSIFICATION:
83000






WAGE:



$12.42/hour








TITLE:  EMS Associate


ESSENTIAL FUNCTIONS:

Support Event and Meeting Services in reserving and monitoring mall activity, assisting with room scheduling, and completing administrative functions such as greeting and communicating with clients, answering phones, filing paperwork, running reports and distributing copies.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:
· Meet, greet and direct clients, via in-person interaction and by answering multi-line phones
· File, copy, e-mail, and work in digital environments when required
· Produce and distribute daily reports throughout the building
· Provide customer service and support to student organizations and campus departments by booking space and equipment in the Memorial Union and on the Mall
· Review documents to ensure that all signatures and paper work are complete
· Contact individuals and departments to follow up on incomplete forms
· Exhibit good judgment in confidentiality, accuracy, and professionalism while handling sensitive information
· Conduct mall walk-throughs on a daily basis to establish rapport, provide customer service, trouble-shoot equipment issues, regulate space usage, and enforce policies
· Deal with issues and confrontations that arise in outdoor public areas, and effectively communicate First Amendment Rights to students and members of the public
· Be comfortable working in a team environment, including asking questions, going to supervisors when help is needed, and actively sharing knowledge and information with the team
· Review forms and make recommendations for updates to forms and office practices
· Successfully complete and pass required EOSS trainings, as well as internal MU/STPV trainings through Canvas and other mediums
· Remain flexible and adaptable to changes in job responsibilities and work environment 
· Follow University and public health guidelines related to working conditions and job responsibilities
· Ensure facility cleanliness and a professional and presentable environment 

· Communicate community expectations to students, staff, visitors and guests including explaining new procedures, answering questions, and encouraging everyone to follow all health and safety measures. 

MINIMUM QUALIFICATIONS:

· Ability to effectively communicate in the English language
· Understanding of customer service theory
· Ability to enforce policies and handle confrontation 

· Knowledge of Windows-based computer programs
· General knowledge of office procedure and policy
· General knowledge of organizational practices
DESIRED QUALIFICATIONS:

· Ability to make an academic year commitment (2 consecutive semesters) or longer

· Maintain good academic standing with both ASU and degree-specific college
· Maintain a grade point average of 2.5 or higher throughout time of employment
SKILLS THAT WILL BE ATTAINED:

· Taking initiative in obtaining new skills and knowledge
· Analyzing situations, making decisions, developing and implement a plan, and following through with commitment to complete the plan
· Handling stress load that accompanies accomplishing a task
· Strengthening and improving verbal and written communication skills

· Initiating, maintaining, and handling change in teams and working relationships 
· Communicating both verbally and non-verbally; actively listening, observing, and having verbal and non-verbal action be congruent
· Learning to work outside of comfort zone, handle stress, and relate to people who are different
