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SECRETARIAL AND CLERICAL STAFF OF ACADEMIC 
DEPARTMENTS – DUTIES AND RESPONSIBILITIES
1.
Staff 

The University endeavors to provide adequate secretarial staff to the academic departments that will enable members of faculty to use their own time most effectively in performing their duties at the University.

2.
Validity of Work
Any questions of interpretation on the validity of work requested of the secretarial staff is left to the discretion of the Department Head and Dean of the Faculty.

3.
Workload Priorities
Where it is desirable and necessary to determine priorities in processing work, this will be done at the discretion of the Department Head or Dean.

4.
Research Material
Department secretaries and the staff in Duplicating/Stenographic Services will assist members of faculty by typing research material whenever time is available.

5.
Personal Work for Faculty and/or Graduate Students, Fellowship Students, & Research Assistants
(a) The University makes no provision in budgets for work or costs related to the typing of theses or personal work.

(b) Students may, as a private matter, make arrangements for the typing of such work with the University clerical staff, provided that such work is not done during the normal working hours of the University staff and that any direct costs for paper, etc., are paid to the University.

(c) University office equipment is to remain in University offices.  Staff members performing private typing work must make their arrangements to use office equipment through their Department Head.

