BIOLOGY LAB PREP ASSISTANT
JOB DESCRIPTION

NORTHWESTERN CENTER for TALENT DEVELOPMENT ¥ SUMMER PROGRAM

UNIVERSITY 617 Dartmouth Place ! Evanston, IL 60208 ! 847-491-3782
Summer Office: June 16 DAugust 13, 2008 ! 847.467.2990

Apogee (4"-6™), Spectrum (7"-8"), & Equinox (9"-12") Programs

The Biology Lab Prep Assistant works closely with CTD biologicd science ingructors, the Academic Coordinator
(AC), and Universty lab liasonsto provide laboratory set upsfor CTD students, and carry out laboratory and
administrative tasks as assigned.

Lab Prep Assistants should possess and demonstrate an interest in the academic, social and emotiond growth of
adolescents, serve as mature and positive role models for sudents; and exhibit a strong work ethic and commitment
to teamwork.

CTD Biology Lab Prep Assistants are required to:

1. Become familiar with how Northwestern Universty biology labs are maintained and organized.

2. Prepare, s&t up, and break down laboratories for biologicd science courses based on course lab schedules and
assignments.

3. Duringlabs, assist instructor and TA as needed and help supervise sudents, paying particular atention to
laboratory sefety.

4. Act asliagison among Northwestern University laboratory steff, biology ingructors, and CTD saff.

5. Beregponsble for upkeep and cleanliness of lab areas and equipment, including proper disposa and cleaning

of biology supplies and lab areas.

Assig ingructors, TAs, and staff on Opening D ays and as needed during the session.

Communicate regularly, prior to and during the sessions, with biology instructorsfor laboratory instructions,

st-up, and materids.

8. Typicaly work between 8:00 am. to 3:30 p.m., however, times may be flexible depending upon assigned lab
and prep times with approva from the AC and Summer Program Coordinator.

9. Follow al rules and regulations concerning staff conduct, gppropriate dress, program procedures, and specific
responsibilities as set forth in the Sz Handbook and by the Program Coordinators.

Qualifications:
Current or past enrollment in acollege undergraduate or graduate degree program required with Biology laboratory

experience preferred. Previous experience working with children in aclasssoom or camp setting isaplus. Applicants
must demonstrate a genuine interest in and awareness of the academic and emotional needs of bright students.
Laboratory Prep Assstants must demonstrate a positive attitude and serve as role models for students and other staff
members.

Employment Dates:

Orientation dates TBD.

Northwestern University, Evanston, IL Session 1: June 29-July 18, 2008
Session 2: July 20-August 8, 2008

Slary:

$1175 per three-week session for new Lab Prep Assstants, $1270 per three-week session for returning Lab Prep
Assigants




