Work-study Job Description Form
University of the Incarnate Word

Department: Rosenberg School of Optometry - Student Affairs

Location:  patapoint campus - San Antonio Medical Center Area
Supervisor: Libby Macias

Supervisor Phone: 210.283.6898

Supervisor E-mail: macias@uiwtx.edu

Job Title: Office Assistant
Hourly Pay Rate (cannot be updated mid-year): g g
How is the pay rate determined? (check all that apply)

Experience Grade Level Other:

Purpose/Role of the position:

Position is mostly clerical/office support but is required to assist with events . Will be the main
person to answer telephone calls so very comfortable with speaking with the public.

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

Job Description and General Duties:

Answer main telephone line

Greet and assist visitors to Student Affairs

Assist with set-up and clean-up of events

Prepare documents, materials, packets for interviews, recruitment, and events

General office skill: data entry, typing, faxing, filing, copying, and some research

May be required to cover in the library or dean's office

Will be required to lift: event items, paper boxes, supplies

Some evening and weekend work for specific events (prior notice given if required to work)
Confidentiality is a must

Special Skills:

Strong communication skills

Microsoft suite programs: word, excel, powerpoint

Professional dress (no shorts, jeans, sleveress tops, or flip flops)
Own transportation

Community Service- Does this position perform any job duties that support the creation or execution
of community service opportunities and/or events? — YES |0 NO

**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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