


The Program Assistant in the Department of Physical Therapy and Rehabilitation Science will be asked to 

work on the following tasks: 

 

• Under supervision, put away and set out equipment for labs in the DPT Program, and ensuring it 

is in proper working order 

• Tidy lab spaces, including putting chairs and stools away, and ensuring that cleaning supplies are 

fully stocked 

• With direction, manage the organization of the PTRS storage closet 

• Under supervision, repair certain equipment, such as wheelchairs 

• Prepare kits of supplies and tools for incoming classes 

• Assist in the preparation of events including assembling nametags and programs, preparing 

white coats, creating signage and other necessary logistics 

• Assist at events with distribution of programs, welcoming guest and other last-minute setup 

needs 

• Assist faculty and staff with office needs such as making copies, data entry, organizing files, 

disposing of University equipment and other administrative functions 

• Assist faculty with data collection and entry for research projects 

• Retrieve articles for faculty to review 

• Assist Information Technology group in the preparation of course’s Blackboard sites for 

upcoming semester 

 


