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· 12:15pm Arrival- 1100 W. Cermak Rd. Suite 404 Chicago, Il 60608
· Learn how to buzz people into the office
· Assist Habitat Chicago Staff in setting up training room 
· Help to buzz students up to the office and then ensure they sign-in and then know where to go for the class 

· 1:00pm-3:30pm Homebuyer University Class 
· 1-1:30: Continue to buzz in and sign-in any students who arrive late 
· 1:30-3:30 Assist instructor and Habitat Staff with administering/collecting any materials for the class, make copies, etc. 


· 3:30 Dismissal 
·  Ensure that all students have checked-in 
· If applicable, make copies of students’ assignments 
· Help Habitat Chicago staff clean up the training room and put all chairs/tables back in order 
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