OVESS ASSISTANT MANAGER POSITION DESCRIPTION AND APPLICATION
Job Description


The position begins the first day of spring quarter and will end at the end of winter quarter of your third year.   You will begin a paid training period during the last 3 weeks of winter quarter.  You will be the Assistant Manager your first year and become Manager the following spring.  The salary is $1000.00 per quarter, plus a $100 OVESS credit per quarter. 


As the Assistant Manager, you will work directly with the Manager and Accountant to learn all that is involved in running OVESS – ordering books and instruments, working with customers, updating the website, advertising, and all of the other things involved in running a business.  

Except for working three one hour shifts during the weekday, the hours are flexible, and the varying workload determines extra hours that you will work. OVESS is open in the summer so you are required to work then and solely responsible for the open hours, but these can be very flexible. 

If you have any questions, stop by the OVESS office or contact Kelsy, Eric, or Amanda at ovess@osu.edu.  


The job application is due on Friday January 22th by 5:00pm.  Interviews will follow shortly after that time.
OVESS ASSISTANT MANAGER APPLICATION 2010
Name:

Phone Number:

E-mail:

List your qualifications based on skills, talents and experiences in previous jobs.

How do you deal with someone having a justified complaint?

Have you had any experiences as an office manager or related position?

Why did you apply for this position?

What suggestions do you have to improve OVESS?

Please submit your application, cover letter, and resume to OVESS by Friday January22nd, 2010 at 5pm.  You may turn them in at the OVESS office either during normal business hours or by sliding them in between the swinging doors when we are closed.   

Thank you for your interest.
