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The Terms of Employment for persons engaged as Level 1 and Level 2 Student Employees shall be consistent with the criteria outlined below. 

STUDENT RATE ONE

These descriptors define the upper limit for appointment to Student Rate 1.

Definition for appointment

· Appointees must be currently enrolled students at The University of New England

· Student employment must not be used to fill establishment positions.

· The maximum number of hours which can be worked is 17.5 hours per week averaged over a year.

· Overseas students must hold a visa which allows them to work in Australia.

· On engagement shall be advised of their supervisor, who shall be a member of the General / Academic Staff or a student on Student Rate Two.
Training

No formal training, qualifications or experience is required.  On the job training, including occupational health and safety appropriate to the position, will be provided by the University.

Task Description

The range of tasks appropriate for student employment will normally be restricted to related areas of one function.

Duties of situations encountered are likely to be repetitive, of a range of similar duties governed by instructions and established instructions / procedures, or may be associated with manual duties.  Tasks have clearly defined objectives, procedures and work routines.  May occasionally perform some more complex tasks for which detailed procedures exist and where assistance or advice is provided.

Tasks are self-contained, with the impact of established procedures on other people or work areas being the concern of more senior staff.

Appointee may:

· Exercise judgement over task sequencing on a day-to-day basis.

· Provide straightforward information or general directory service.

· Relay information on requirements or procedures where interpretation or problem solving is not required.
Supervision
Direction is provided on the work to be undertaken with some latitude to rearrange sequences and discriminate between established methods.  Guidance on the approach to standard circumstances is provided in procedures with guidance on the approach to more complex tasks being provided by the supervisor.

Work is regularly checked by a Student Employees’ Supervisor.

Examples of work suitable at this level
· Basic reception and telephone answering duties not requiring advice.

· Sort and distribute mail.

· Assist with large mail-outs.

· Filing documents which are clearly marked with file instructions.

· Photocopying and collating.

· Cleaning.

· Gardening.

· Dining Hall duties / waiting / table service.

· Theatres assistant.

· Assistance with basic farm work.

· Delivery and set up of equipment, furniture etc.

· Basic customer service.

· Shelving books.

STUDENT RATE TWO
These descriptors define the upper limit for appointment to Student Rate 2.

Definition for appointment

· Appointees must be currently enrolled students at The University of New England

· Student employment must not be used to fill establishment positions.

· The maximum number of hours which can be worked is 17.5 hours per week averaged over a year.

· Overseas students must hold a visa which allows them to work in Australia.

· On engagement shall be advised of their supervisor, who shall be a member of the General / Academic Staff or a student on Student Rate Two.
Training

A relevant qualification or some relevant work experience will be required.

Tasks
The range of tasks appropriate for student employment will normally be restricted to related areas of one function.

Tasks are likely to be of a routine nature with a degree of complexity.  Tasks may require a sound knowledge of policies and procedures, some specialist knowledge, ability to understand principles and reasoning behind policies, some knowledge of planning, co-ordination and evaluation.

Appointee may: 

· Resolve more difficult problems with established guidelines.

· Identify priorities.

· Investigate and research matters which need clarification or resolution.

· Interpret and apply relatively straightforward rules, legislation or policies.

· Make recommendations on courses of action to be taken.
Students will not make operational decisions on occupational health and safety issues.

Supervision
Supervision is limited when established rules, procedures and guidelines are available.  Direction is provided on the work to be undertaken with the appointee determining the appropriate use of established methods, task and sequence.  Some scope to determine an approach in the absence of established procedures, but guidance is available.  May work independently on specific tasks or may work in a team requiring co-ordination of staff and tasks.

Performance is checked at completion of assignment.

Example of work suitable at this level
· Co-ordinate other students.

· Administrative assistance.

· Under direction, cash handling functions.

· Word processing or data entry or web development or web maintenance.

· Access, input and reporting within the University’s administrative systems (e.g. Banner).

· Technical assistant.

· Customer service and associated support.

· Principal bar attendant with responsibility for service of alcohol.

· General library assistant (such as processing loans, document delivery request, answer routine enquiries, photocopying advice or assistance).
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