
**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: Tutoring Services
	Text2: AD 2016
	Text3: M. Cristina Ariza
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	Text7: Office Assistant/Receptionist
	Text8: Starting at $9
	Text15: To assist at the front desk and other duties as needed.
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	Text18: 1) Answer telephone using good telephone etiquette & to assist with walking traffic2) Make appointments on GradesFirst3) Monitor Tutoring Services & WLC email, answer/create professional messages4) Greet guests in a friendly, professional manner5) Give clear and accurate explanations of tutoring services available6) Maintain a regular and predictable work schedule--must be dependable7) Assist with other duties as needed
	Text19: 1) Must be a full-time student at the University of the Incarnate Word2) Must have a minimum 3.0 GPA3) Must have a working knowledge of Microsoft Office4) Must be able to maintain confidentiality5) Must be able to work independently while keeping supervisor informed of progress
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