Work-study Job Description Form
University of the Incarnate Word

Department: Shipping and Receiving

Location: | 5ading Dock behind Football stadium
Supervisor: Joe Cadena

Supervisor Phone: 210-805-3092

Supervisor E-mail:jacadena@uiwtx.edu

Job Title: Shipping and Receiving Clerk

Hourly Pay Rate (cannot be updated mid-year): starting at $7.25
How is the pay rate determined? (check all that apply)

Experience Grade Level 0 Other:

Purpose/Role of the position:

To assist Shipping and Receiving staff with processing of packages to include receive and deliver
product.

General Length of FWS Agreement: Annual basis @ Semester basis

Job Description and General Duties:

Receive incoming packages and freight, compare product to packing slip and notate any discrepancies. Assist in delivering of product
to end users. Operate golf cart and drive UIW fleet vehicle if approved. Other duties as assigned by supervisor.

Special Skills:

Valid Texas Driver License, if required
Customer service oriented

Ability to lift 70lbs

Must be dependable and reliable

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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