Appendix E — Description of Duties Guide

1. Go to the link: Appendix E — Description of Duties Guide

2. Complete the form with the academic student employee’s information

APPENDIX E
DESCRIPTION OF DUTIES FORM

Tem: Supervisor: Course #:._
Course Title:. Location:_
Day/Time: Employee:

The job duties designated below are required of the employee. Care should be taken to ensure
that the time required to complete these duties is consistent with the hours established in the
appointment notice. Please check the appropnate 1tems and describe, as applicable:

Attend course lectures
_— __ Present lectures Frequency/dates:
___ Instruction/supervision of ___ sections/courses/labs per week
_____Preparation
_'~  Hold____office hours per week
. Supervisor/ASE(s) meetings Frequency/duration:

_ . Attend pedagogy classes required for traming purposes
—Read and evaluate student papers. Describe:
____ Proctor examinations

_____Perform individual and/or group tutoning
Mamtam/submit student records (e.g. grades)
Evaluate student assignments

Provide research assistance

Perform other tasks as assigned. Please list:

3

supervisor will perform class observations. Yes No

3. Select at the bottom of the form.

4. Enter the Academic Student Employee name and email address in the following box.
***Note: DO NOT enter your information; the form is meant to be sent directly to the student
employee. ***

Enter Your Information
Please enter your name and email and then click to submit this document
N.m:r-

Email

Cancel



https://fullerton.na1.echosign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCsdcJd7_fl6wSDmcFtROjlEmgPjWRqT0oA2a5lZz9tP7cWIsIcfrNW43wzctGo7fc*

Select download a copy after sending the form to the student employee.
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0 You're all set

Thank you for submitting Appendix E - Description of Duties
You can also download a copy of what you just filled.

The student receives the message below through email, this confirms that the form is complete.
***Note: Signature is NOT required. ***
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You're done filling
Appendix E - Description of Duties

Open agreement

You can open the final agreement 10 review its activity history or
download a copy for reference.

The agreement is fully executed. The sender of this agreement has
control over the retention period for this agreement which determines
the amount of time it will be available for download from Adobe Acrobat




