
**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 communications and marketing
	Text2: McCracken House
	Text3: Amanda N. Bennett
	Text5: 210-829-6001
	Text6: abennett@uiwtx.edu
	Text7: Office Assistant
	Text8: $7.50+
	Text15: To assist department secretary and other staff member of the office of Communications and Marketing with daily tasks.
	Check Box16: Yes
	Check Box17: Off
	Text18: Answer phones, greet guests and represent the office in the absence of the team. 
File, make copies and scan documents for team members. 
Archive newspapers as directed by the associate director. 
Run errands as needed to main campus offices, or Incarnate Word High School.
Assist with special event preparation. 
Take photos at events and as needed throughout campus for department purposes.
May include nights and weekends as needed. 
Drive golf cart to run errands to main campus and Incarnate Word High School. 
Other duties as assigned. 
	Text19: Must have a current and valid driver's license and the ability to pass a golf cart driving test. 
Must have a positive attitude and good communication skills. 
Must have a working knowledge of Microsoft Office applications including MS Word.
Must be a full-time student at the University of the Incarnate Word
Must be able to walk up and down stairs, lift up to 30 pounds and stand for long periods of time both indoors and outdoors at events
	Check Box20: Yes
	Check Box21: Yes
	Check Box22: Yes
	Check Box25: Off
	Check Box26: Yes


