
**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: UIWSOM Health Services Clinic
	Text2: Ground level of Agnese/Sosa Garage-Entrance behind Nursing Building
	Text3: Kelly Fowler
	Text5: 210.829.6017
	Text6: kfowler@uiwtx.edu
	Text7: Health Services Office Assistants
	Text8: $7.50 to $8.00/hour
	Text15: Positive, self-motivated, well-organized, task-oriented, reliable, be solution oriented. This position is NOT for you if you require micro-management, engage in office drama and gossip. 
	Check Box16: Off
	Check Box17: Yes
	Text18: Work with clinic staff to ensure coverage of phone, greeting, scheduling patients. Provide proper forms for patients to fill out. Maintain  waiting room and clinical areas. Assist in the lab with immunizations and blood draws.  Mail run, stock supplies and assist Health Service staff in routine daily activities that are given to you.Must be available to work between the hours of 11:00 a.m. and 1:00 p.m. (2:00 p.m. preferred) especially on Tuesday and Thursday for the Fall 2018 semester.Need to be current on TB, Hep B and Flu Shot. We can provide at the clinic if needed.Apply by e-mailing your resume, credentials and course schedule to Kelly Fowler at kfowler@uiwtx.edu.
	Text19: Certified Medical Assistant and/or Phlebotomist.  STRICT confidence, Privacy of Patients, HIPPA and FERPA compliance. Interest in Medicine/Nursing/ Health Admin/ Business Admin preferred. Comfortable with basic medical terminology and Microsoft software. Prefer experience with EMR system. Positive, self-motivated, well-organized, task-oriented, reliable, be solution oriented. This position is NOT for you if you require micro-management, engage in office drama and gossip. 
	Check Box20: Yes
	Check Box21: Off
	Check Box22: Off
	Check Box25: Off
	Check Box26: Yes


