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Common Tasks and Responsibilities

1. Administrator Support

Assisting in coverage of front desk or

reception

Calendaring and setting appointments as

needed

General organization and support of

reception area

Inbound and outbound calls

2. Development Support

Assist in alum research

Assist in donor research

Support Development director in day to day

tasks

3. IT Support

Computer and printer maintenance

General audio/video troubleshooting

Manage equipment inventory

Provide training on basic software/hardware

4. Marketing Support

Assist with promotional material inventor

Event and meeting preparation/set up

Maintain information in project database

Management and reporting on all events

5. Teacher Assistant

Assist teacher in preparing materials for

lessons

Assist teachers in transitions throughout the

building or between subjects

Assist teachers with classroom management

Assist teachers with recess supervision

Provide additional support to students

Provide one on one tutoring to individual

students/student groups

Have another area that could benefit from

project-based or day-to-day support? 

Let’s talk about how Cristo Rey Orlando

students can help!

Education Industry

Our students support operations in universities and colleges by assisting in areas such as administration,

development, IT, marketing, and classroom support. Through this hands-on work, students build strong

communication, organizational, and technical skills while gaining real-world exposure to careers in higher

education.

Interested in becoming a Corporate Partner and learning more? Join us in shaping the future.

"We are thrilled to partner with the Cristo Rey Network. I have often admired the schools of the Cristo Rey

Network, and their steadfast efforts to ensure a thoughtful learning environment and student success. This

complements our values at the University of Denver and celebrating the 4 Dimensional Student Experience."

 — Derek DuBose, Associate Vice Chancellor for Enrollment and Director of Admission, University of Denver​


