Work-study Job Description Form
University of the Incarnate Word

Department: Football

Location:  Eoothall Facility
Supervisor: Tad Blaylock

Supervisor Phone: 210-283-6350
Supervisor E-mail: jblayloc@uiwtx.edu

Job Title: Student Administrative Assistant

Hourly Pay Rate (cannot be updated mid-year): $9.00
How is the pay rate determined? (check all that apply)
(]| Experience Grade Level Other:

Purpose/Role of the position:

Assist the Director of Football Operations and Head football coach with the day to day operations of
the football department

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

Job Description and General Duties:

Front Desk greeter, assist at the front desk, answer all phone calls coming into the department phone, take messages for staff, and
enter all IT/Facility request for staff. Assist DFO with daily paperwork and management of office supply inventory. Assist recruiting
coordinator with data input/database management, mass emails, and organize recruiting letters. Will have a working knowledge of
Microsoft Office, proficient use of email and internet required.

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 |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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