
**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: VP For Campus Life & Facilities
	Text2: Administration Bldg Rm 142 (relocating to Student Engagement Center date -TBD
	Text3: Martha Gutierrez
	Text5: 210-829-6007
	Text6: gutierre@uiwtx.edu
	Text7: Office Assistant
	Text8: Based on Experience
	Text15: The Office Assistant is to provide assistance to the Administrative Assistant in a professional office setting. 
	Check Box16: Off
	Check Box17: Off
	Text18: Answer office phone and take accurate messages; check mail; greet visitors; run errands/deliveries/pick-ups to and from other campus offices; take charge of office when the VP and Administrative Assistant are both out; order supplies; send faxes; schedule meetings on Outlook calendar; file; put together PowerPoint presentation; send emails as instructed; organize files/make labels; other general office duties.  Student mus be able to carry themselves in a professional manner.  
	Text19: Be proficient in Microsoft in Word, Excel, and PowerPoint; have experience answering phone & taking messages; know how to file, know how to make labels on Word; know how to use Outlook (emails & calendar).
	Check Box20: Yes
	Check Box21: Off
	Check Box22: Off
	Check Box25: Off
	Check Box26: Yes


