
**Supervisors:  Please indicate if employee will be required to lift, stand for extended periods of time, 
wear closed shoes, uniforms, protective eyewear, etc.** 

Work-study Job Description Form 
University of the Incarnate Word 

Department:           

Location:       

Supervisor:     

Supervisor Phone:  

Supervisor E-mail:  

Job Title:

Hourly Pay Rate (cannot be updated mid-year):  

How is the pay rate determined? (check all that apply) 

      Experience                   Grade Level               Other: 
Purpose/Role of the position: 

General Length of FWS Agreement:            Annual basis              Semester basis 

Job Description and General Duties: 

Special Skills: 

Community Service- Does this position perform any job duties that support the creation or execution 
of community service opportunities and/or events? –   YES           NO  


	Text1: Dreeben School of Education
	Text2: Gorman Business and Education Center (GB 142)
	Text3: Melissa C. Molina, Administrative Assistant to the Dean
	Text5: 210-829-2761
	Text6: mcmolin1@uiwtx.edu
	Text7: Student Assistant
	Text8: $7.25
	Text15:  To assist the Dreeben School of Education (DSE) offices
	Check Box16: Off
	Check Box17: Yes
	Text18: ***MUST BE AVAILABLE TO WORK BETWEEN 8 A.M.-1 P.M., MONDAY-THURSDAY***

Perform general clerical duties to include, but not limited to:  photocopying, scanning, faxing, filing, and having items mailed. Answering telephones in a clear, professional manner, and greet and assist visitors.  Additional task may include shredding documents, inventory of departmental equipment and supplies, mail collection and/or delivery, and pick up copies from print shop. Be able to assist with departmental events based on schedule availability. Must be able to lift up to 20 pounds and walk upstairs.
	Text19: Must be eligible for FWS program funding; minimum of $1,250.00 per regular term; eligible candidates must be non-education majors/minors; familiar with using Microsoft Office; ability to follow verbal and written instructions; complete tasks in a timely manner with limited supervision; organized; self-motivated; strong, interpersonal skills; confidentiality is important; flexible schedule. Must maintain professional, business casual attire during work hours.
Please send resume, copy of award letter, and class schedule to mcmolin1@uiwtx.edu.
	Check Box20: Off
	Check Box21: Yes
	Check Box22: Off
	Check Box25: Off
	Check Box26: Yes


