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Examples of Major Duties of TAs and SAs
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Specific Duties
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Assist planning course schedule

O bt FE RN ERHEED Assist gathering materials used in class
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O vt EN R Print out teaching materials

O N Distribute teaching materials
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Assist making paper assignments
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Distribute the question sheets and collect the answer sheets

ABREEE B Assist invigilators
LiR— bR IR Collect papers and assignments
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Organize examination sheets, papers and assignments (only when
students’ scores cannot be seen)
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Assist marking examination sheets, papers and assignments (only
when students’ scores cannot be seen)
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Collect and organize submissions from students
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Roll call (distribute and collect attendance slips)

HARARILOD & A DERED Transfer attendance and absence to attendance sheet
RIS 541 Prepare and put away devices used in class
I (H B D IR/ER B Assist operation of devices in class
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Assist management and operation of webpage for class
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Assist management and operation of class mailing list
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Assist management and operation of e-class
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Participation in presentation discussions in seminars
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Discussion leader in seminars (including operation of sub-seminar)
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Advice on writing essays and papers

ERUNEHEICET 8IS Advice on gathering materials
HE-HEHIEICETIE Advice on survey and research methods
VY a AMERRBIEIZET S Advice on preparing presentation outlines
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Advice to students on their questions

FENODERIIN G S EE

Answer student requests
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Advice to students on how to operate information devices
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Assist leading students during off-campus training and seminar
study camp
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Meeting with a guest speaker
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Liaison between students and faculty
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Assist experiment preparation (set up and put away lab equipment,
make test samples, etc)
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Assist experiment instruction (explain how to use lab equipment
and content of experiment)
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Assist seminar instruction (assistant work in class such as advising
how to solve a seminar question, based on directions of seminar
instructor)
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The above information is also included in the TA Manual (“Duties of TA”).




