JOB DUTIES CHECKLIST FOR FACULTY AND TA’S

TA Name:__________________________________

TA Email:__________________________________

Number of hours per week of appointment:  _________

	DUTY
	HOW OFTEN?
	TIME FRAME (Expected Dates)
	RESOURCES

	Attend class


	
	
	

	Read assignments
	
	
	

	Take attendance


	
	
	http://www.utexas.edu/student/registrar/classroster/roster.about.html

	Take class notes


	
	
	

	Maintain office hours
	
	
	

	Conduct review sessions
	
	
	

	Conduct lab sessions
	
	
	

	Prepare teaching materials
	
	
	

	Prepare and maintain class web site
	
	
	http://www.ischool.utexas.edu/technology/instruction/ta_resources/

	Post lecture notes to web site
	
	
	http://www.ischool.utexas.edu/technology/instruction/ta_resources/

	Communicate with students 
	
	
	

	Proctor exams


	
	
	

	Maintain class records.
	
	
	

	Meet with professor/TA regularly
	
	
	

	Assist with computing final grades
	
	
	

	Assist with Blackboard
	
	
	http://courses.utexas.edu


