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Title: Digital Arts Apprentice
Position #: 
Department: Computer Science
Category:  Non-Exempt

Reports to:  Director of Digital Arts Projects
Level: AAT C



Date:   April 2011
Position Purpose

To provide a variety of support to the Digital Arts program to increase the program’s profile and efficiency.  This is a part-time (24 hours per week) internship running from September 1 to June 30.  This position must be renewed each year.

Key Accountabilities

Communication

· Maintains and updates the Digital Arts website, including regular updates and notices.  

· Prepares and distributes flyers, posters, and mass mailings to publicize program activities.

· Supports regular communication among students, faculty, alumni, and other interested parties.

· Interacts with faculty, staff, students, and teaching assistants for course support.

· Communicates respectfully with a diverse community. 

Information Management

· Manages a database of Digital Arts program alumni and job listings.

· Works with Computer Science department system administrators to set up computer laboratories for courses and projects.

Project Support

· Assists faculty with research projects, as appropriate.

General Office Support

· Submits invoices and financial documents (travel reimbursement) for processing. 

· Organizes, publicizes, and manages an annual showing of Digital Arts student work.

· Assists in purchasing supplies for the Digital Arts program.

Schedule Coordination

· Schedules and coordinates meetings and events.
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Performs other duties as assigned.

Position Requirements

	Skills & Knowledge

· Leadership and ability to work independently and set priorities.

· Ability to complete tasks on time and with high quality.

· Proficient with computer software packages, including Maya, Flash, and Photoshop.

· Proficient with programming languages such as Java, Processing, ActionScript, MEL, Python, and PHP.

· Excellent communication skills, both written and oral.

· Desire to learn more about Digital Arts.
	Experience

· Having served as an undergraduate teaching assistant for a Digital Arts is preferable.
	Education

· Dartmouth graduate who has completed the Digital Arts minor or a modified major with Digital Arts within the last two years.

· Excelled in coursework and class projects.
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