EE Lab Teaching Assistant Job Description

Organizational details:

Reports to: Lab Instructor and Laboratory Manager

Duties:

· Work with course and lab instructors to coordinate lab instruction.  The following items should be negotiated prior to the start of the semester:

· Grading policies

· Requirements of students

· Format and details of lab book (cut & paste policy, pen/pencil, page numbering, value of prelab in grade, how to write a good report, etc.)

· Due time of prelab

· Due day/time for students to turn in lab books

· Due day/time for lab books to be graded and returned to shelf for students to pick up (minimum of 24 hours before start of next lab)

· What time the lab TA will be relieved of duty.  Often the TA is expected to stay beyond the end of lab time to help remaining students.

· Assist instructor in educating students.  

· Grade prelabs and lab books as arranged with instructor.  Be sure to have them graded and returned on or before the due date and time.  

· Be alert and ready to help students with questions, problems, design assistance, computer problems, etc.  

· Be proactive in your assistance - browse the room looking for students who need help.  

· Do not expect students to come to you for help.  Be there and ready when they need it.

· Set up and put away all supplies related to today’s lab

· Arrive at least 15 minutes prior to lab time to prepare any necessary supplies

· Collect all supplies at the end of lab and be sure they are put away and/or locked up as necessary.  It is the responsibility of the lab TA to monitor and retrieve all supplies and equipment.
· Put all supplies away neatly in the prescribed method.  Count the quantity at the start and end of lab and be sure you have reclaimed all of the units.  Hunt down missing items relentlessly.

· If there are students who are not finished at the end of lab time, make arrangements for them to keep materials and be sure they’re turned in later, or for them to check out the materials again another time.

· Be sure that students clean up after themselves and leave their lab station in good order.  

· Hand the lab over to the next Lab Attendant in good order.

· Perform all duties of a Lab Attendant while on duty as a Lab TA.

· Refer to the Lab Attendant Job Description for more details.

· This includes all issues regarding lab safety, security, general policies and procedures.

· The lab time is your official shift for the entirety of the semester.  On days when lab does not meet, the TA is responsible for acting as a Lab Attendant during that time. This allows the lab to stay open regular hours regardless of individual class issues.

· Handle yourself in a professional, courteous and helpful manner

· Demonstrate good behavior, maintain a courteous demeanor, and problem-solving attitude.

· Keep conversations and activities on the lab topic.  Occasional unrelated discussions will come up, but be sure to avoid being a distraction to your students.  Lead by example and help them keep focused on the lab topic.

· Maintain confidentiality of student information in compliance with school policy and applicable laws.

