
**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: CHASS Social Sciences
	Text2: AD Building, 3rd floor work study office
	Text3: Dr. M. Felix-Ortiz
	Text5: 210-361-9023
	Text6: felixort@uiwtx.edu
	Text7: Social Sciences Work Study
	Text8: 8.50
	Text15: To assist social science professors with clerical work, and some research.
	Check Box16: Yes
	Check Box17: Off
	Text18: Assist with tasks as needed, including, but not limited to: answering phones and taking phone messages; managing files; typing; entering data; setting up and maintaining psychology labs; copying documents; faxing documents; inter-departmental transportation of documents; help organize class service learning and field trips; assistance with events planning (e.g., work with UIW police to secure parking for a psychology event, notifying participants of event details). Must have good communication skills, be able to work well with numerous people and completing requests, and be very dependable. Must be able to life up to 30 pounds.
	Text19: Computer skills needed (Microsoft Word and Excel); experience with SPSS and library databases preferred; Psychology or Sociology majors preferred.
	Check Box20: Yes
	Check Box21: Off
	Check Box22: Off
	Check Box25: Yes
	Check Box26: Off


