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Welcome 
  

Welcome to the Zach S. Henderson Library’s Information Services Department! We are excited to 

have you with us. We want you to have a real sense of ownership for the areas in which you will 

work and encourage you to share any comments or suggestions that you may have during your 

employment with us. 

 

 

For up to date information, please visit: 
My webpage  http://personal.georgiasouthern.edu/~klee/ 

Learning Commons Wiki  http://gasouthernlearningcommons.pbworks.com/ 

 

 
 

Learning Commons 

 
The Information Services Department is comprised of three areas:  Reference, Government 

Documents, and Student Computing collectively known as the Learning Commons (LC). The 

Learning Commons Help Desk is maintained by Information Services Reference Librarians, 

Information Technology Staff, and Learning Commons Assistants. 

Students hired to work in the LC are called Learning Commons Assistants (LCAs) and are 

responsible for assisting users with library research and computer applications/hardware.  

 

 

 

 

Student Employment 
  

Student Employee Benefits   
  

Benefits of working for the Information Services Department include:  

  

 Flexible hours. You can work around your class schedule.  

 A great atmosphere. People in the Information Services Department are fun to work for and 

we offer a vast array of resources and services.  

 The opportunity for public interaction. Research and computer resources at the library are 

heavily utilized by students, faculty, and staff adding to the diversity and excitement.  

 The opportunity to obtain work experience and extra income while in school.   

 The opportunity to receive training in computers and in customer service while improving 

leadership and communication skills through work experience.  

 A great location. The library is centrally located on campus.  

 The opportunity to collaborate with the librarians and Information Technology Services’ Help 

Desk staff and student assistants staffing the LC. 

http://personal.georgiasouthern.edu/~klee/
http://gasouthernlearningcommons.pbworks.com/
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Eligibility   
  

To maintain your eligibility to work, you must be at least a half-time student. This means that as an 

undergraduate student, you must not drop below six credit hours per semester to remain on the 

payroll. If you are a graduate student, you must meet all requirements mandated by the Graduate 

School. Hours will be verified by the Student Employment Center as a part of the hiring process.  

 

 

Privileges and Rules  
  

1. Completing homework, surfing the Internet, and sending email while on duty at the 

Learning Commons Desk are privileges. If they are abused, they WILL NOT BE 

ALLOWED.   

 

2. Student assistants are discouraged from spreading the desk with homework. This is 

uninviting and tells customers you are not interested in helping them.  

 

3. Student assistants are strongly encouraged to frequently walk throughout the Learning 

Commons as well as first and third floor computer areas for accessibility and 

providing assistance.   

 

4. Study groups organized and held behind the desk by student assistants while on duty 

is not permitted.  

 

5. Headphones are not permitted while on duty  

 

6. Personal cell phone use is limited to brief conversations (3 minutes or less) while on 

duty.  

  

If these privileges or rules are abused or broken by any student assistant, (s)he will receive a 

written warning.  

 

 

Work Schedules   
  

Student Supervisors and the employees of the GSU Library recognize that your school work 

is, and should be, your first priority. Nevertheless, your ability to adhere to a certain schedule 

is a basic precondition for employment. Please provide your supervisor with a copy of your 

class schedule. You and your supervisor will draw up a work schedule based on your class 

schedule that you will be expected to maintain. If you cannot work a given shift or need to 

adjust your hours, you must get permission in advance from your immediate supervisor. If 

you are ill or have an emergency, you MUST call your supervisor to let him/her know that 

you cannot make your scheduled hours. It is YOUR RESPONSIBILITY to know your 

supervisor’s phone numbers and email address. And it is YOUR RESPONSIBILITY to find a 

substitute to cover your shift when you will be out.  
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 Institutional Students: The number of hours you may work will be decided by 

your supervisor. However, the MAXIMUM possible hours you may work per week 

while classes are in session is 25. The University does not permit overtime. (If you 

have another job on campus in addition to your library job, it is YOUR 

RESPONSIBILITY to see to it that your COMBINED weekly hours do not exceed 25 

per week during the semester and 40 during Intercession. Students who work in 

excess of 25 hours in one week without permission are subject to termination.)  

 

 Work Study Students: The number of hours you may work will be decided by 

your supervisor. However, the MAXIMUM possible hours you may work is 150 

hours per semester and 10 hours per week while classes are in session. The University 

does not permit overtime. (If you have another job on campus in addition to your 

library job, it is YOUR RESPONSIBILITY to see to it that your COMBINED weekly 

hours do not exceed 25 during the semester. Students who work in excess of 25 hours 

in one week without permission are subject to termination.)  

 

 International Students: You must hold a valid visa that permits work in the United 

States and be enrolled as a full-time student (6 hours). During the regular academic 

term (fall and spring), on campus work by international students is limited to 20 hours 

per week while school is in session and 40 hours per week during vacation terms if 

student is not enrolled in classes (as long as you have maintained your full-time status 

for the Fall and Spring semesters). This is a federal regulation and applies to both 

undergraduate and graduate students.  

  

Some international students are employed in more than one department. The 20-hour limit is 

the maximum for all positions. (If you have another job on campus in addition to your library 

job, it is YOUR RESPONSIBILITY to see to it that your COMBINED weekly hours do not 

exceed 20 per week during the semester and 40 during intercession. Students who work in 

excess of 20 hours in one week without permission are subject to termination.)  

  

 Exam Periods: Your supervisor is prepared to adjust your work schedule during the 

final exam week. As with any other schedule modification, you MUST make 

arrangements with your supervisor in advance.  

 

Work schedules are made out at the beginning of each semester and are distributed at the first 

student assistants’ meeting of the semester.  

  

1. There are five general areas considered when preparing work schedules:  

a. availability 

b. dependability  

c. seniority 

d. preference  

e. budget 

 

2.  You cannot be guaranteed the full amount of hours requested, but if you want to 

work, every effort will be made to schedule you as many hours as possible after 
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considering the student budget and the number of students working. 

 

3. Your assistance during Final Exam period each semester will be required. The 

semester officially ends on an announced date as directed by the University (see your 

Class Schedule). Everyone is expected to adhere to this schedule and work their shifts 

as scheduled. Exam week schedules will be made according to the student’s exam 

schedule.   

 

 
Summer Employment   
  

Student employees working during Summer Term may continue in student employment 

status if they meet one of the following conditions: 

 Currently admitted student and enrolled in any portion of a summer term 

 Currently admitted student that is enrolled spring term or enrolled in upcoming fall 

term 

 Currently admitted student and enrolled fall term or plans to enroll during summer 

SOAR session 

 

Expectations of Student Employees While On Duty  
(see Job Description for more information)   

  

General Responsibilities 

1. Report to work and meetings ON TIME! In fact, report to work as early as needed 

so that you are ready to begin assigned duties when your shift begins. This is a 

courtesy to the person you are relieving or working with.  

2. An employee is to work all hours (s)he is scheduled unless prior arrangements 

have been made with the supervising staff member or a substitute.  

3. Become familiar with all computer hardware and software in the Learning 

Commons.  

4. Ask the person you are relieving if you are to continue working on anything (s)he 

was doing or anything else you should be aware of. 

5. Exercise good judgment and exhibit maturity.  

6. Assist the Information Services personnel in all aspects of the department’s 

operation.  

7. Perform duties as outlined in the job description.  

8. Answer any questions that customers might have while performing your other 

duties.   
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Specific Responsibilities 

Beginning of Shift 

 Sign in upon arrival to work and sign out upon departure.  

 Wear your vest AT ALL TIMES WHEN ON DUTY. If you put on a sweater or 

jacket, be sure to put the vest on over it.  

 Conduct the specified counts 

 Restart all available computers (on all floors) 

 Place all loose paper around the computers/copiers in the recycling bin and straighten 

the area up including straightening furniture and pushing up chairs underneath the 

tables. 

 Break down paper boxes and place them in recycling bin outside.  Empty recycle 

boxes into appropriate colored recycling bins inside library. Black and white paper 

goes in blue bin. Anything with color (color paper or color toner) goes into yellow 

bin. Also put empty paper wrappers in yellow bin not trash can.  

 

 

Throughout Shift 

 Refill printer paper trays as needed; check periodically 

 Replace toner cartridges as needed 

 Place in recycling area  

 Make rounds on all floors 

 Clean up workstations, push chairs in 

 Rotate workload with co-worker 

 Break down paper boxes and place them in recycling bin outside.  Empty recycle 

boxes into appropriate colored recycling bins inside library. Black and white paper 

goes in blue bin. Anything with color (color paper or color toner) goes into yellow 

bin. Also put empty paper wrappers in yellow bin not trash can.  

 

 

End of Shift 

 Restock the Learning Commons supplies 

 Refill printer paper trays 

 Refill paper drawers at desk 

 Break down boxes 

 Refill toner drawer cartridge drawer 

 Record issues in Problem Log 

 Break down paper boxes and place them in recycling bin outside.  Empty recycle 

boxes into appropriate colored recycling bins inside library. Black and white paper 

goes in blue bin. Anything with color (color paper or color toner) goes into yellow 

bin. Also put empty paper wrappers in yellow bin not trash can.  

 Sign out  
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Printing 
 

Printing is available from all computers in the library and is provided free of charge thanks to 

the GSU Student Technology Fee. Color printing is also available. Color print jobs sent from 

any computer are queued and released through a print release station. This method is also 

used for sending black and white print jobs. Students are charged $.50 per 8.5x11” or $1.00 

per page larger than 8.5x11” for each job released to the color printer. Using our LPTOne 

Print Management Software, students are charged accordingly for color printing. LPTOne 

accounts may be created at the Circulation Desk on the 2nd floor.  Students can use a 

jump/flash drive or cd-roms in the library’s computers. 

 

 

Absences/Tardiness   
 

1. You will be expected to be at work and on time, when scheduled. This is a REAL JOB. You 

will be expected to plan personal activities, special events, and study groups around your 

work schedule. Having an exam, a paper due, not finding parking, or “I overslept” are NOT 

acceptable reasons to miss work or be late. 

2. If you miss a shift without prior notification, you will receive a verbal warning. 

3. Upon a second incident, you will receive a written warning and a copy will be placed in your 

file.  

4. Further incidences will result in immediate termination. 

5. If you find that you must be absent or late, please call your Supervisor or another member of 

the Information Services Department. DO NOT CALL AND LEAVE A MESSAGE WITH 

ANOTHER STUDENT ASSISTANT.   
 

 

Substitutions   
  

1. Assistants are allowed to trade shifts. Notify your supervisor as early as possible. Otherwise 

notify supervisor immediately after substitution has occurred. Substitutions must be approved 

by your supervisor. 

2. It is your responsibility to find a replacement well in advance if you are going to be absent 

from work.  

3. If you substitute for someone, you must complete the “Student Assistant Substitution Form”. 

Both students must complete the form and the Supervisor has to sign it. If it appears the 

substitution policy is being abused, students will be notified. Emails will also be accepted in 

lieu of the substitution form.  

4. If you wait until the last minute to find a substitute and cannot find one, you will be required 

to work.  

5. Do not contact your Supervisor or other library staff member for help in finding a substitute 

(see Substitutions #2) unless you have made every effort to find a substitute and are 

unsuccessful in securing a replacement.  
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Call In Policy   
  

If student assistants in the Information Services Department need to call in and report a problem or 

illness that will prevent them from coming to work at the last minute, they MUST speak to a member 

of the department, not another student assistant. Therefore, the primary points of contact are:   

   

1. All times – Kendria Lee (912) 478-7534(w) or cell 

2. Sonya Shepherd (912) 478-7820 (w) 

3. The Departmental Secretary (912) 478-1315   

4. After 5:00, the librarian on duty (912) 478-5645 

5. On weekends, the librarian on duty should be contacted (912) 478-5645  

 

 
Disciplinary Action   
  

When an assistant’s performance or conduct is unsatisfactory and has violated University or 

departmental policy, disciplinary action will be taken. Some violations that may result in disciplinary 

action are as follow:  

  

1. Repeated absences or tardiness from work, meetings, and/or training sessions with or without 

approval.  

2. Repeated last minute calls in need of a substitute or inability to come to work.  

3. Failure to implement or follow policies and safety procedures as discussed in training sessions 

and outlined in the Student Handbook.  

4. Not dressed in appropriate employee apparel.  

5. Rudeness to customers, library staff members, or other student assistants.  

6. Dishonesty.  

7. Theft or misappropriation of Georgia Southern University property.  

8. Fighting on the job.  

9. Insubordination.  

10. Acts endangering others.  

11. Other serious misconduct.  

 

  

One or more of the following steps may be taken depending on the severity of the conduct:  

  

1. The student assistant and the Supervisor will meet to discuss the problem.  

2. A Performance Improvement Plan (PIP) will be outlined by the student and supervisor and 

the PIP will be kept in student’s file.  

3. A written warning will be issued outlining the nature of the offense with a copy kept in the 

student assistant’s permanent personnel file if PIP is not carried out.  

4. The student assistant will be terminated from all work assignments and will be informed in 

writing of the reason for the release. The student assistant is entitled to answer, explain, or 

deny any charge. 
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Evaluations   
  

1. The performance of each student assistant will be evaluated informally throughout the 

semester by the Information Services staff.  

2. All assistants will be evaluated annually by your Supervisor (usually during Spring semester).  

3. New assistants will be evaluated during their first semester of employment although it may be 

repeated in order to review job responsibilities.  

4. New assistants will be on probation for their first semester of employment and are subject to 

dismissal without warning and without recourse.  

 

 
Job Satisfaction and Stress   
  

We realize that there will be times when student assistants may be overwhelmed by classes, 

extracurricular activities, and work responsibilities. If you feel that you are too overwhelmed while 

on the job, please let the librarian on duty know. (S)he can determine if the desk can be handled for a 

few minutes while you step away to gather yourself together. If this time away from the desk does 

not help, please locate your Supervisor as soon as possible to discuss alternative solutions.    

  

Student Assistants should always recognize their limitations.  If you don't know the answer to a 

question, say so and refer the library user to either a librarian or to another department in the library 

if appropriate.  Whenever possible instead of providing directions to the library user, walk with that 

person to find the appropriate service desk or library personnel.  

 

LCAs should be able to: 

 Answer questions dealing with the locations of resources in the library  

 Know how databases work  

 Knowhow to answer questions regarding software applications and printing 

 

More substantive questions should be referred to the librarian at the Learning Commons Desk unless 

it is a Information Technology Help Desk question. In that case, refer the library user to the IT 

personnel on duty at the Learning Commons Desk.   

  

When in doubt ask for help!  Never end a conversation with “I don’t know”.  

 

 

Employee Incentives   
  

Library faculty and staff truly value you and the hard work you put forth. As an act of appreciation, 

two parties are held annually for the library student employees – a Holiday party (Fall semester) and 

a ice cream social (Spring semester).  
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Application Process   
  

Students interested in applying for jobs with the Information Services Department are welcome to 

complete a job application when positions become vacant and are advertised from the  

Student Employment Center web page  ( http://jobs.georgiasouthern.edu/SEC/ ).    

 

 

Recommendations   
  

Student supervisors are often asked by potential employers to provide letters of recommendations for 

current or former student assistants. Although there may be little or no correlation between the skills 

required for your library job and your future career, your library job will provide you with the 

opportunity to showcase skills you already have or to develop new skills important to future 

employers. Dependability, the ability to work with others, initiative, communication, time 

management, problem-solving ability, and attention to detail are critical to almost any 

profession. Keep in mind that supervisors can provide you with valuable references in the future. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://jobs.georgiasouthern.edu/SEC/
http://jobs.georgiasouthern.edu/SEC/
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People You Need To Know 
  

 

 

 

 

 

 

 

 

 

 

 

 

W. Bede Mitchell 

University Librarian and Dean of Library 

Ann Hamilton 

 Associate University Librarian and Associate Dean of Library 

Charles Skewis 

Head of Collections & Resource Services 
David Lowder 

Head of Systems 

Marvin Goss 

Head of Sepcial Collections 

Jocelyn Poole 

Head of Information Services 
Fred Smith 

Head of Access Services 
Sonya Shepherd 

Head of Learning Commons 
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Georgia Southern 

University 

President 

Vice President, 

Academic Affairs 

and Provost 

University Librarian 

& Dean 

Dr. W. Bede Mitchell 

Associate University 

Librarian & 

Associate Dean Ann 

Hamilton 

Access Services 

Fred smith, Head 

Information 

Services 

 Jocelyn Poole, 

Head 

Systems  

David Lowder, 

Head 

Special Collections 

Marvin Goss, 

Head 

C&RS 

Charles Skewis,  

Head 

Associate Head &  

Learning Commons Director, 

Sonya Shepherd 

Information 

Specialist II,  

Kendria Lee 

Learning 

Commons 

Assistants 

Information Services 

Librarians, 

Government 

Documents Librarian 

& staff, part-time 

librarians 

Work Flow Diagram  
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General Etiquette 
  

Attitude and Posture 

   
You are the department’s most effective public relations resource. As a student assistant, you create 

positive attitudes toward the library and set an example for the users. Treat everyone with respect and 

be willing to help anyone who comes into the library. You are required to provide prompt, courteous 

service by:  

  

1. Establishing eye contact and smiling.  

2. Responding immediately, if possible, to inquiries.  

3. Acknowledging individuals with a smile, nod, and/or gesture to assure them that you will 

soon be able to help them if unable to attend to their needs immediately.  

4. BEING PROFESSIONAL AT ALL TIMES!  
  

 

Breaks 

   
Student Assistants are given a 15 minute break for every four hours worked. Please let your co-

worker, IS librarian, and/or Supervisor know when you plan to take your break and when you plan to 

return. Remove your vest during breaks. You are allowed to work up to 8 hours per shift. If you work 

more than 8 hours, time will be deducted to allow for scheduled breaks. Breaks may not be taken at 

the beginning or end of your shift.  

  

In other words if you work the following hours you are afforded the defined time for a break –  

  

 0-2 hours -- No Break  

 

 2-4 hours -- 15 min Break (paid)  

 

 4-6 hours -- 30 min Break (unpaid; sign out then back in)  

 

 6+ hours  -- 60 min Break (unpaid; sign out then back in)  

 

  

If you do not take a break and you are scheduled for more than 8 hours then 60 minutes will be 

deducted from your timesheet. Remember no one is allowed to work more than 8 hours a day.  

  

 

Dealing With Customers 

   
Although you should try to address every question/concern, everyone will not be pleased with the 

final outcome. And you may not be able to address a question/concern to an individual’s satisfaction. 

In situations like this the best skill is listening!  
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1. Never argue with individuals; strive to maintain a pleasant attitude throughout the situation.  

2. Listen without interruption to the whole complaint.  

3. Summarize the question/concern you have just heard from the patron, to be sure the two of 

you are speaking about the same issues.  

4. Empathize with the individual’s concerns without criticizing the University’s or Information 

Services Department’s policies.  

5. Try to suggest a solution, or refer them to the supervising staff member or another IS 

Librarian if needed.  

6. Have the individual write down the question/concern and make it available for the supervising 

staff member to see or post anonymous comments on the library’s suggestion webpage.  

7. Contact the supervising staff member, IS Librarian, or other library employee if the individual 

becomes belligerent or you feel too angry to deal with the customer.  

8. If a situation becomes out of control, notify the Systems Department and/or Circulation Desk 

to have someone call Public Safety.  

  

 

Dress Code 

   
You will come in contact with many individuals during your work with the library. For this reason, it 

is important that you present a neat, clean, and well groomed appearance. Cut-off jeans, short shorts, 

midriff tops, and jeans with holes are not permitted. Always wear your vest and name tag while on 

duty.  

  

  

Food and Drink 

   
Food and/or drinks are permitted in the library; however, they should not appear in the public service 

areas. They should be consumed at Zach’s Brews or in a designated departmental area.  

  

 

Lunch/Dinner 

   
Meals are NOT paid breaks. Remember to sign out as you leave and sign in upon returning from 

lunch or dinner. If your shift is longer than six consecutive hours, you MUST take a meal break of at 

least 30 minutes. If your time sheet indicates that you have worked more than six hours without 

signing out for a meal break, you will be DOCKED 60 minutes for that shift. See section on 

Breaks.  

  

 

Headphones 

   
The use of headphones, while on duty, creates a sense of unavailability and is therefore not permitted.  
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Leaving Work at Night 

   
Public Safety offers an escort service to the Georgia Southern campus. We encourage any employees 

leaving work after dark to take advantage of this service.  

  

 
Library Supplies 

   
Library supplies are not to be given out to users or taken by library employees. Users wanting to use 

the public typewriter are asked to bring their own typing paper/forms. Typewriter ribbons with 

correction tape will be provided. Use of the staff copier, laminating, and binding machines are for 

library fulltime employees only. Public faxing is not available.  

  

 

Parking 

   
All employees must adhere to the parking regulations established by the University. The Information 

Services Department will not be responsible for any tickets given to an employee while on duty nor 

will we ask Public Safety to dismiss a ticket. Spaces marked “Library Personnel 8am-midnight” are 

not to be used by student employees of the library.  

  

 

Personal Phone Calls/Cell Phone Use 

   
Making and receiving personal phone calls is strongly discouraged. Student Assistants who need to 

make a brief phone call are asked to use their cell phones. Messages are to be taken for those LCAs 

not on duty. Do not give out personal information including the work schedule of any library 

personnel member.  

  

 

Visitors 

   
It is recognized that students will, from time to time, encounter friends and classmates while on duty. 

Brief greetings are appropriate. Lengthy personal conversations and study groups are discouraged. 

Student Assistants are also not allowed to offer extended assistance to friends while on duty. Nor are 

friends allowed behind the desk. The primary duty of a Student Assistant in the Information Services 

Department is to aid those library users needing assistance with library research or 

computer/hardware questions. Anything that will inhibit a user’s ability to get that assistance is to be 

avoided.  

  

 

Work Area Cleanliness 

   
Student assistants are required to keep work areas free of trash and neat at all times. 
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Telephone Use and Etiquette 
  

When talking on the telephone, keep in mind that you are representing the Information Services 

Department. When your voice is warm and friendly and you are courteous and tactful, people will 

enjoy dealing with you and the department.  

  

Answering/Greetings   
  

1. Always be courteous and tactful and whenever possible, provide prompt service.  

2. Answer calls in the following manner (You do not have to give your name if you wish not to):  

(Good morning, Good afternoon, Good evening, Hello) Henderson Library. Learning 

Commons Desk. How may I help you?  

 

  

Placing Calls on “Hold” and Transferring Calls   
  

1. Let the caller know that you are placing them on hold by saying, “Please hold while I locate 

the number for you.” and wait for (s)he to reply.  

2. Always place the telephone on “Hold” when gathering information for the caller. Do not keep 

a caller on hold for an uncomfortable length of time. Locate the telephone number for the 

person or department. You may find this information in the GSU Phone Directory or the 

laminated cards located near the telephone. Try to get back to the caller within thirty seconds.  

3. When you are on the phone and people are waiting in front of you, make eye contact or nod 

your head to acknowledge their presence.  

4. If you have a call coming through and people are waiting in line at the Learning Commons 

Desk, allow the phone to ring while you assist those in line.  

5. Let the caller know that you are transferring the call by saying, “ I am going to transfer you 

now. In case we are disconnected, the number that you are trying to reach is ---- . Please 

hold.” 

6. Press the “flash” button on the telephone. Dial the number and wait for someone to answer. 

7. Tell the third party that answers “I’m transferring a call.” Wait for the third party to respond 

then hang up. 

8. If no one answers from the location in which you are transferring the call, press “Flash” two 

times to retrieve the caller, let them know that no one is answering, and offer to take a 

message or leave a message via voice mail.  

  

 

Taking Messages   
 

1. If no one answers after you try to transfer press “flash” twice and tell the person waiting “I’m 

sorry no one is answering at this time. Would you like to leave a voice message or would you 

like to try back later?”   

[Remember each IS Librarian has voice mail and you can transfer calls to them individually.]  

2. Always make sure paper and pen or pencil is by the phone to take messages or send that 

person an email. 

[Use this method in case someone does not want to leave a message via voice mail.]  
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3. When taking messages, write down the following information: 

 who the message is for 

 phone number of person calling  

 date and time of call  

 message (if necessary)  

 your name (not initials)  

 caller’s first and last name (don’t assume the person requested knows who the caller is)  

 when the caller will be available for a return call  

 tell the caller when the person requested will be back in the office (if you know that 

information) in case s(he) wants to call back  

 

          

 

If a Caller is Asking for a Specific Department Member   
  

1. A caller may want to make a class reservation or have a general reference question that may 

be answered by anyone in the department.   

2. Ask the caller: “Can someone else help you?”  otherwise transfer the call.  

 

 

 

Emergency Procedures 
  

The alarm system should activate.  The senior employee on duty will call Public Safety at x85234.    

When clearing floors, check restrooms and classrooms, and assist persons with disabilities by 

directing them to the nearest exit. If the power is off, the doors can still be pushed open.  

  

 

Evacuation Assignments By Department 
  

Weekdays (8am to 5pm) 

 

ISD 1st floor  CRS 2nd floor  Systems 3rd floor  Access  4th floor  

 

  

Any time (evenings or weekends) 

 

ISD 1st and 2nd floors  Access 3rd and 4th floors  

 

  

Midnight - 8:00 am -- Access Services all floors  

  

Friday and Saturday -- 6pm - 10pm, Access Services all floors  
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When the building is evacuated for any reason, first floor evacuees should be directed to the area 

between the Lakeside Cafe and the Carroll Building.    Second floor evacuees should be directed to 

the area between the Administration Building and Deal Hall.  If it is safe to do so, persons designated 

by the senior person on duty will keep people from entering the building until the situation has been 

resolved.  Department heads or senior person on duty should account for all employees on duty.  The 

senior person on duty at the time of the evacuation should meet emergency personnel.  If someone 

refuses to leave the building, notify Public Safety or the person in charge who will notify Public 

Safety.  

  

Library employees should assist persons with disabilities on the third floor to the assembly area near 

Stairwell E.  If that stairwell is inaccessible, assist persons with disabilities to the area in front of the 

door to Stairwell F.   When those persons are assembled, staff should leave them there to be 

evacuated by trained emergency personnel. If disabled patrons are left on third floor, the Library 

employee should give them a radio to use in communicating with Library and emergency personnel. 

Information of these persons location should be given to emergency personnel ASAP.  

  

If a power failure occurs when the Dean’s Office is closed, the senior employee on duty should 

contact Public Safety to determine the estimated time that power will not be available. If Public 

Safety confirms that power is expected to be off more than one hour, emergency procedures for 

closing the library should be implemented. Persons listed on the Library Emergency Telephone List 

should be contacted as soon as possible. Copies of the list are available in Access Services and in 

Information Services. Announcements should explain that power will be off for more than an hour.   

When the building is evacuated for any reason, employees should take purses or similar personal 

property with them if the items are readily accessible and it is safe to get them. Library money should 

also be removed or secured if doing so does not endanger one’s safety. 

 

 

 

 

Payroll Schedule and Procedures 
  

Employment Forms   
  

1. As a new student employee, you are required to fill out employment forms provided by the 

Student Employment Center located in the Rosenwald building. Your supervisor will provide 

you with a form that needs to be given to the SEC staff.  

2. Should a student decide (s)he cannot work during a semester, payroll regulations dictate that 

the  student must be removed from the system.  As a student employee returning to the library 

for employment within the last year of working in the library or elsewhere on campus, you are 

only required to fill out a W-4 and a Student Disc Record form.  

3. These forms must be completed before you will be put on the schedule to work.  

4. Once you have received a slip from Human Resources stating all paperwork has been 

completed, you can begin work. Learning Commons Assistants must present this slip to the 

Supervisor to be placed in his/her employment file.  
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Clocking In and Out 
  

Upon new hire, Student Assistants must create an account in ADP, Georgia Southern University’s 

new Enterprise Human Resources System.  

The new system will provide secure Internet access to a variety of tools that will enable you to take 

control of your personal and financial matters, including:  

 Time & Attendance: Electronic timesheets that track and report absence/vacation time. 

 Payroll: ADP will provide and maintain our HR and Payroll Systems as well as issue payroll 

payments via direct deposit, pay cards and paper checks (mailed from out of state).  

1. Students will sign in and out of E-Time, an online process used to enter time worked, to clock 

in and out for each work shift. Access to E-Time is available via a shortcut on the two student 

computer workstations at the Learning Commons Help Desk. If you miss a clock in or out, it 

is your responsibility to notify your Supervisor. Failure to clock in or out will result in you 

not getting paid. 

 

2. In addition, Student Assistants will fill in the time you come into work and the time you leave 

work each day on the daily sign-in sheet. In the case of missed clock ins and/or substitutions, 

this will help verify that student actually worked for that day. 

 

3. Student Assistants are allowed to leave no more than 10 minutes early if they have a class to 

attend. You are responsible for signing in and out accurately. (i.e., If you are on the schedule 

from 8-10am but you have a 10am class, you may leave at 9:50. Make sure you sign out at 

9:50 NOT 10:00.)  

 

4. We recommend that you keep your own written record of hours worked for each pay period. 

  

5. If any errors are made, they will be corrected on the following check. Student Assistants can 

schedule an appointment with the Departmental Secretary in order to discuss any errors. 

Please call 478-1315 or send email to rdimetry@georgiasouthern.edu. 

 

6. Students who have elected to use Direct Deposit as their method of payment will receive a 

deposit to their bank account.  

 

7. Students who have elected to receive a paper check will receive it in the mail at the address 

listed in their file. Paper checks will be mailed to individuals on payday and may be delayed 

due to weekend delivery, holidays, and regular U.S. mail. 

 

8. A schedule of pay dates is available from your Supervisor or at 

http://services.georgiasouthern.edu/payroll/  

 

 

In an effort to eliminate obstacles that would prevent a Student Assistant from receiving their check 

in a timely manner, it is strongly recommended that each student apply for direct deposit. 

mailto:rdimetry@georgiasouthern.edu
http://services.georgiasouthern.edu/payroll/


 

 22 

 At the end of each calendar year, Student Assistants will receive their W-2. If a W-2 is not received 

then the Payroll Office must be contacted or check your ADP account. If a student is no longer 

employed by the library, the W-2 is mailed to the address on file in ADP.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Grievance   
The Zach S. Henderson Library would like to resolve student assistant complaints as promptly and 

fairly as possible. The staff encourages student assistants to discuss complaints and concerns with 

their Supervisor or Department Head as soon as possible. Student assistants may submit anonymous 

comments to http://library.georgiasouthern.edu/forms/ISSAcomments.html 

http://library.georgiasouthern.edu/forms/ISSAcomments.html
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Job Description 
 

 

General Description  
Students employed with the Information Services Department in the Zach S. Henderson Library will 

provide assistance with the following: basic library research, computer software, printers, 

microfilm/microfiche readers, Xerox machines, scanning, and basic hardware trouble shooting. Other 

library related duties may be assigned at the discretion of the Student Supervisor or members of the 

department.  

  

Job Qualifications Required:  
Responsible; Punctual; Courteous; Friendly; Respectful; Willing to learn and work in a fast paced 

environment; Enthusiastic about learning; Possess good verbal and written communication skills; 

Willingness to help others; Demonstrate knowledge of sending/receiving email, MS Office suite, 

library catalog, GALILEO, and accessing and using MyGeorgiaSouthern.edu  

  

Job Qualifications Desired:  
Experience with Macintosh computers, scanners; familiarity with multiple software packages (i.e., 

PhotoShop, SPSS)  

  

Location:  
2nd Floor Learning Commons Desk  

  

Supervisor Contact:  
Kendria M. Lee  

Information Specialist II  

Zach S. Henderson Library  

Georgia Southern University  

PO Box 8074  

Statesboro, GA 30460  

(912) 478-7534 (w)  

(912) 481-5739 (cell)  

(912) 478-7821 (fax)  

  

Student employment information is available online at http://jobs.georgiasouthern.edu/SEC/    

  

The Student Supervisor will provide training and other relevant information upon hiring.  

http://jobs.georgiasouthern.edu/SEC/
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Specific Job Responsibilities 
 

Learning Commons Assistant  

  

1. Be familiar with all policies and procedures outlined in the Student Assistants Handbook.  

2. Patrol facility throughout the shift to check on patrons and equipment.  

3. Take responsibility for all tasks assigned during your shift.  

4. Be a positive role model for everyone to follow.  

5. Reboot all release stations immediately after arriving to work.  

6. Reboot any available periodically throughout the shift.  

7. Contact the Systems Department regarding any computer and peripheral problems.     

8. Bring all unused computers back to the main menu screen if not already at that point.  

9. Have a basic understanding of all software used in the Learning Commons.   

10. Release color print jobs to customers.  

11. Retrieve files for customers when saved to the server or workstation hard drive.  

12. Answer all customer questions to the best of your ability. If unable to answer the 

question, find someone who is able to answer the question or refer the customer to a 

reference manual, Help menu option, software brochure, or librarian/IT Help Desk 

staff/Systems Department.  

13. Continue to become more familiar with the software applications through tutorials when 

all other work has been completed or attend library workshops.  

14. Perform daily tasks.  

15. Be accessible to assist those with disabilities (ie., assisting with ADA computer area)  

16. Make suggestions to Supervisor regarding new procedures or changes in current 

procedures. Communicate any problems that may exist.  

17. Straighten the public computer areas by picking up loose paper, as well as checking the 

printers for paper and ink at the beginning and end of each shift, and pushing up chairs. 

Loose books and periodicals should be returned to the re-shelving area. They should also 

return idle computers to the main menu.  

18. While food and drink are allowed in the library, they are not allowed near the computers.  

Ask customers with food and drink to move it off the tables and away from the 

computers.  

19. Clean all computers and tables during the semester breaks.   

20. Provide directional assistance to customers (i.e. where materials, computers or library 

facilities are located) including where to find periodicals and books.  

21. Provide assistance to customers in the use of databases and other online research tools, 

but do not give advice about research strategies (refer to Librarian at Learning Commons 

Desk).   

22. Maintain and provide assistance with the microfilm, microfiche and copy machines.  

23. Assist the Information Services Librarians with their classes and library related projects.  

24. Check bookmark URLs on library’s webpage.  

25. Check printers for paper and printer jams.  

26. Restock supplies as Learning Commons Desk.  

27. Inform library users occupying more than one computer that library policy states each 

user is allowed to use one computer at a time.   

28. Perform other library related tasks as assigned 
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Policies and Procedures Acknowledgement Form 
 

 

 

I, ______________________________________, have read and understand the policies and 

procedures provided to me by the Information Services Department. I further understand I am 

responsible for abiding by these rules and regulations set before me. I am also aware and 

understand the rules governing the maximum amount of hours I am eligible to work. 

Furthermore, I may not receive the maximum amount of hours due to one or more of the 

following items: 

1. Limited budget  

2. Total number of people assigned to work per semester 

3. Academic term(s) asked to work   

If I should have any questions or concerns, I will address them to my immediate supervisor. 

______________________________________ 

Student Assistant Signature Date 

 

______________________________________ 

Student Supervisor Signature Date 

 

 


