Work-study Job Description Form
University of the Incarnate Word

Department: IWHS Office of Advancement (Development & Alumnae Relations)

Location:  |ncarnate Word High School Campus, Room 106
Supervisor: Cybele Bolado

Supervisor Phone: 210-829-3103

Supervisor E-mail: bolado@uiwtx.edu

Job Title: \WHS Development/Alumnae Relations Work-Study
Hourly Pay Rate (cannot be updated mid-year): $9.00-$10.00

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

(]| Experience Grade Level Other:
Purpose/Role of the position:

Management of database and administrative projects. Two positions available — for consideration,
please email your resume, class schedule and work-study training course certificate of completion

General Length of FWS Agreement: [[]] Annual basis |:| Semester basis

Job Description and General Duties:

Incarnate Word High School, a Catholic preparatory school for young women in grades 9-12
seeks an energetic work-study student to assist with administrative duties relating to alumnae
relations and development. The ideal candidate will have experience in data entry, fund-

raising, and/or event planning with the ability to work both independently and collaboratively.
Job duties include assistance in database maintenance, management of administrative projects,
generating correspondence, clerical and telephone duties.

Qualifications include; working knowledge of Microsoft applications and attention to detail.

This is a work-study position.

Special Skills:

Microsoft Office

Data entry

Comfortable making phone calls
Running Errands

Filing Alphabetically

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

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