CTP Assistant Office Duties, 2014-2015
Cheryl:

· Keep coffee cart organized & running

· Assist in case management duties

· Miscellaneous office duties (free lunch paperwork, filing in filing cabinets, etc.)

Deb:

· Filing (next to desks)

· Keep back closet organized
· Organize & replenish art supplies
Ellen:

· Keep student & office computer areas neat & clean

· Organize & regularly inventory & clean game shelves

· Vacuum office at least 1x per week & as needed
Holly:

· Keep SOP, Work Eval & Registration notebooks organized
· Keep Sprout Kitchen materials organized

· Keep student table/chair area in Lounge neat & clean
Pat:


· Attendance/gift card notebook
· Keep cooking supplies/materials organized (be sure we always have baggies, plastic wrap & foil on hand in Lounge)
· Keep fridge clean & organized
Sandi:
· Walls, decorations, & whiteboard in office
· Vacuum student area at least 1x per week & as needed 
· Keep back table/puzzle areas in Lounge clean & organized
Sue:

· Keep KD organized

· Help keep fridge clean & organized

· Assist with special projects
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