
**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: International Affairs
	Text2: International Conference Center
	Text3: Javier Lozano
	Text5: 210-805-3015
	Text6: lozano@uiwtx.edu
	Text7: Study Abroad Student Assistant
	Text8: 8.25
	Text15: The Student Assistant will provide administrative support to the Study Abroad Office.
	Check Box16: Yes
	Check Box17: Off
	Text18: - Create promotional materials.
- Coordinate and assist at study abroad events throughout the semester.
- Maintaining study abroad database and student files.
- Follow up with students in order to guide them through the study abroad process.
- Update social media pages.
- Other duties as assigned and required.
	Text19: - Knowledge of Adobe software
- Organizational skills
- Task oriented
- Self motivated
- Strong oral and written communication skills.
	Check Box20: Yes
	Check Box21: Yes
	Check Box22: Off
	Check Box25: Off
	Check Box26: Yes


