Everyday duty 
· Check everything is stocked paper and printers
· Mail 
· Emails – answer questions from website
· Check for old items on boards and take off 
· Post new opportunities/events/jobs/schedules around the boards 
· Check gmail calendar for activities / meetings in SPX-47

Calendar – 
· Name – sjsu.hrec@gmail.com 
· Password – hrtm0708  

Processing Files
For graduation:  
First step is to check the application that everything has been filled out. 
· Advisor signature 
· # of units add up correctly 
· Check details on
· Other college transcript 
· Dates, grades, name, check classes 
· *if enter any classes before fall 2008 – names are	
· HSPM – hospitality 
· RECL – recreation 
· Substation for classes
· Should be in the columns and written on the back (left side the class taken, right side substituted for --- class. CHECK COMMENTS 
· Lastly put initials at the end when cleared before giving to Randy 
Any forms:
· Check chair (Randy) signature 
· Copy everything and put in file 
· Put original in envelope 
· Write down ID number and type of form on envelope 
· Seal it and stamp 
· Mail out to office 
· 0009 – change of major 
·  0193- SCC-AARS – major form ( graduation, change of grade, any major form) 

New student to the program – change of major 
· Make two copies – One to put on file for student. Second one in the new students folder – office doc
· Make a file for the student
· 0009

Website -
www.sjsu.edu/login/ 
https://webcms.sjsu.edu/opencms703/login/index.jsp  ( log in page) 

http://www.sjsu.edu/webservices/training/webcms/advanced-editing/include_javascript/ 
( template/questions training of website )
hrtm file – index 

Ad codes 
· Class roaster 
· Input Term and hrtm
· Click on class 
· Permission numbers
· Bottom # give & course code 



Order Supplies 
· Go onto http://maxbuyer.officemax.com/
· Sign into 
· pflynn65 username – password: omax8
· Oder items 
· Yellow next to item means it is the sjsu preferred item
· Pay with credit card – located in folder  



E-newsletter/update  
· Letter consists of updates and information about the department. Sent out every two weeks.  
· Hello from chair 
· Internship 
· Advising Section 
· Calendar 
· Job opportunities 
· Important dates 

· Sections to work with others – email individuals below about couple of days before sending out newsletter to get information, updates or opportunities. 
· Randy – hello from chair 
· Alice – internship 
· BJ - Advising Section
· Emails from different groups – job opportunities/
· Email to everyone – all students and faculty 
· Put on the website students page 	
·  Edit – Have BJ, Randy, look at it ( put track changes) 
· Be aware of 
· Grammar, years, sentences, date & volume 

Copier 
· When I print my number is 0144 
· Every month – meter reading 
· Check our copier and MH copier 
· Report the number (find under file folder for copier)
· When broken call #1566
· Keep receipt after work

Department 
· Offices located in SPX 1st floor and MH fifth floor  
· Around 400 students and 18 part-time and 9 full-time faculty members and 30-40 grad students




Printers 
· Add more copies
· Make sure papers 
· Get ink 
· [bookmark: _GoBack]Old ink  go into new box then call mail room and they pick up UPS – inside box self address mail back – stamp it with department stamp  

Keycards
· Pink - building interior
· Red – master
· Green – outside
· Yellow – restricted 

Service request – FD&O
· Website http://admtma.sjsu.edu/home.html http://admtma.sjsu.edu/home.html 
· Account number 70000-1030-660003
· 4-1990 

How to scan 
· Put paper face down on scanner 
· Press first button ( with paper picture) 
· Computer will open up scanner information 
· Then go to save to file options ( button) 
· Save as PDF file 
· Name file 
· Save in certain location 
· Then press SCAN






