Research Assistant Notes

Professor Phillip John Usher

Thank you for working as my research assistant. Over the years, I have come to realize that it’s a good idea for me to spell out a few dos and don’ts that will make our working relationship more streamlined!

Firstly…. Much of what you’ll likely be doing for me will resemble what you do as you conduct your own research: locating and fetching books and articles, photocopying, organizing information, fact checking, putting documents together, and so forth. A few differences obviously apply! As a research assistant, you’re working ‘on the clock,’ i.e. in exchange for work experience or salary or subsidized housing/living expenses, etc. As such, the following are to be avoided as you go about your work: talking on cell phones, emailing/texting, talking with friends/professors you meet on your way to, or at, the library/bookstore, getting coffee or eating, etc. Please treat this job like any other, even if much of what you’re doing closely resembles what you’d be doing for your own research!
Other dos. Please always arrive on time and ready to work. Always bring a pen/pencil with you. I’ll give you a notepad so you can keep track of what’s needed—please write things down!
More specifically:

Borrowing books from the library. I will make you my “proxy” at Columbia’s library, which means that you can borrow books for me, with your card. This means that you show your card and ask the attendant to charge the books to Professor Usher. 

Returning books to the library.
-Return books to the correct library.

-As you return books, please cross them off the printed list I will give you of my currently borrowed books. (This is annoying, I know—but Columbia has misplaced so many of my returned books that I like to keep a paper record of what’s been returned.)

Photocopying: Where possible, please borrow books (as my proxy) and bring them back to Milbank to photocopy using the code I will give you. (Please don’t use this code for any personal copies—fyi: the machine stores details of all copying done with this code, so any unauthorized use will be recorded.) If you need to copy in the library (short extracts, proxy not ready, etc.), I will give you cash for this purpose—please buy a new copy card (don’t put the cash on your own ID), and keep a receipt, then give me the card with remaining credits.
When you finish working for me (i.e. end of semester/summer/etc).
-Please return any keys (office, etc.)

-Please make sure to give me back the assistant notepad.

-Please make sure I’m aware of any ongoing problems (lost books, unfinished projects, etc.)
