
The intent of this job description is to provide a representative summary of the types of duties and responsibilities that will be required of the positions given this title and shall not be construed as a declaration of the specific duties and responsibilities of any particular position.  Employees may be requested to perform job-

related tasks other than those specifically presented in this description.  All positions are considered to be eligible for Federal Work Study funding.  

Equal Opportunity: Non-Discrimination Clause Northern Wyoming Community College District prohibits discrimination in employment, educational programs, and activities on the basis of race, national origin, color, creed, religion, sex, age, disability, veteran status, sexual orientation, gender identity, or associational 
preference. The District also affirms its commitment to providing equal opportunities and equal access to its facilities. Inquiries concerning Title VI, Title VII, Title IX, Section 504, and the Americans with Disabilities Act may be referred to the Vice President for Administration, Cheryl Heath, NWCCD’s Title IX and Section 

504 Coordinator, Human Rights Officer, (307) 674-6446. Inquiries also may be made to the Office of Civil Rights, U. S. Department of Education, Federal Building, Suite 310, 1244 Speer Boulevard, Denver, CO 80204-3582; 303-844-3417; or TDD 303-844-3417.    (Reviewed 

04/01/16) 

 

 

 

 
 

Gillette Campus 
300 W Sinclair 

Gillette, WY 82716 

307-686-0254 

www.sheridan.edu 

 

 

Student Employment 

JOB DESCRIPTION 

2024-2025 

  
 

Department: Campbell County Rockpile Museum 

Position Title: Student Assistant Campus Location: Gillette 

Supervisor: Robert Henning Phone Extension: 682-5723 

Beginning Date: August 26, 2024 Ending Date: May 2025 

Average Hours Per Week: TBD 

Positions Available: 1 Hourly Wage:  

               

Job Purpose:   Support the operations and functions of the Rockpile Museum. 
 

Characteristics, Duties, and Responsibilities: 

• Assist Education Dept. staff with planning and implementation of current and future events 

• Assist with publicity and promotional activities including print, digital, and telephone communications 

• Catalog artifacts using cataloging software, photograph/scan artifacts, and upload to museum database 

• Assist Collections staff with production of exhibit content, signage, and labels 

• Administrative tasks that support Museum including filing, organizing, and maintaining supplies 

• Other duties as assigned, training will be provided 

 

Job Specifications, Skills, Qualifications, and Knowledge: 

Requirements 

• Detail oriented, able to work well as part of a team and independently, creative and quick learner 

• Excellent written and verbal communication skills as well as reading, writing, and research skills 

• Knowledge of various computer programs including MS Office 

• Reading, writing, and research skills 

• Flexibility in transitioning between multiple tasks  

Desirable but not essential: 

• Public speaking skills 

• Knowledge of Adobe Creative Suite or Canva 

• Knowledge of camera equipment and scanning equipment 

 

Education, Licenses, Certifications, Registrations:  

• Good Social and Academic Standing with the college as explained in Student Code of Conduct and Student 

Services: Policies and Procedures 

• Current Gillette College Student enrolled in at least 6 credit hours 

• Cumulative GPA is 2.0 or greater 

     
Working Conditions / Physical Requirements: 

• Ability to stand for long periods, climb ladders and stairs, and lift up to 40 lbs. 

• May be exposed to environmental contaminants including dust, pollen, mold, etc.  

• Ability to work for long periods on a computer 

http://www.sheridan.edu/

