
**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: Office of Financial Assistance
	Text2: Student Support Center/ Chapel Building
	Text3: Clarissa Torrez
	Text5: 210-805-1231
	Text6: cbtorrez@uiwtx.edu
	Text7: Work-Study 
	Text8: Starting at $7.25
	Text15: Assist the Office of Financial Aid in daily operations
	Check Box16: Off
	Check Box17: Yes
	Text18: Support a friendly, student-oriented environment
Answer incoming phone calls/emails
Assist with information sessions if needed
Provide coverage during office meetings (approx. time 1 hour)
Daily mail runs (open and date stamp)
Provide support during Freshman Orientation in the summer
Assist advisors with tasks
Scanning and filing documents
	Text19: Must have basic knowledge of office skills (organizational skills, alphabetizing, filing, computer software, telephone, proper etiquette) 
Must be able to schedule work shift for a minimum of 2 hours. 
Must be able to keep student information confidential. 
Prior experience with customer service in student services preferred. 
Be able to reach, squat , stoop and lift at least 10 lbs. 
	Check Box20: Yes
	Check Box21: Yes
	Check Box22: Off
	Check Box25: Off
	Check Box26: Yes


