Office Aide 1
1st 9- Week Assignments
	On the website, please download the “Job Assignment Sheet and Alternative Sites.”  Please fill it out and have your supervisor fill out her/his part and sign it.  It is very important that I have this on file.
In your folder, please write in the name of your supervising teacher and the plan A and plan B.
	August 23rd 

	Turn in signed syllabus.  Keep one copy for yourself and place in the handout section of your folder.
Meet with me and show me your materials.  
	By August 26th 


	“Who Is Who at Milam?”  

On the website, download the worksheet on “Who Is Who at Milam?”  It is important as an Office Aide to know key people at the school in the event that you are asked a question about who oversees something, need to find them or are sent to work with them.  Follow the directions on the worksheet.  This will be worth 3 grades.
	September 18th 
3 Grades:

Title/Position

Responsibilities

Location

	“My Personal and Interpersonal Skills”

Working and getting along with other people is not always an easy thing to do.  Interpersonal skills are important when relating to others and ourselves. We all have some good skills and some that we need to work on. You will learn more about those skills in the next 9-week period.

  Look at the power point on interpersonal skills.  Write a summary of what you learned or any questions you may have. Take the interpersonal skills assessment that I gave you.  Score it. Place it in your folder.
In your folder, write a brief summary of what interpersonal skills are, what you scored, what your strengths are and what you need to work on.  
	October 16th 

3 Grades:

Summary of power point

Scored assessment

Summary of self-assessment


	
	


Job assignments will take place the first week of class.  Be patient.
Refer to your syllabus to see the grading scale/policy

*** Remember that a box labeled “Assignments” will be placed outside my office.  Turn in your work on time. ***
All assignments will be due on a Wednesday not on a block day.  The assignment box will be picked up on Wednesday.  Any late work has to be given to me personally.

Website:   www.milamstudentservices.weebly.com
