
**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: Government and International Affairs
	Text2: AD 369
	Text3: Dr. Andrade
	Text5: 210.829.3877
	Text6:  andrade@uiwtx.edu
	Text7:  Work Study
	Text8:  $7.25
	Text15: To work with department faculty on administrative and research projects.
	Check Box16: Yes
	Check Box17: Off
	Text18: Help out with departmental events – including some weekends and evenings
General clerical work: filing, making posters/signs, copying etc
Data entry
Run errands around campus
Basic research assistance

	Text19: This position requires an individual to be reliable and dependable.
Knowledge of Word, Powerpoint, Excell.
This position requires an individual to be detailed oriented with good written and verbal communication skills.
This position requires someone who is able to work independently while keeping their supervisor informed about their progress.
This person is expected to be a role model for other students in the department.
	Check Box20: Yes
	Check Box21: Yes
	Check Box22: Off
	Check Box25: Off
	Check Box26: Yes


