Work-study Job Description Form
University of the Incarnate Word

Department: Development

Location:  \cCracken House
Supervisor: Angelica Stephens
Supervisor Phone: (210) 805-5832
Supervisor E-mail: amstephe@uiwtx.edu

Job Title: pata Technician

Hourly Pay Rate (cannot be updated mid-year): Starting pay $8.50 with opportunities for advancement.
How is the pay rate determined? (check all that apply)
Experience [1| Grade Level 0 Other:

Purpose/Role of the position:
Perform primary data duties and assist with data related projects.

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

Job Description and General Duties:

- Enter Phonathon updates to Banner.

- Assist the Assistant Director of Development Svcs with miscellaneous donor updates to Banner.
- Clean data in Excel format as assigned.

- Participate in Phonathon (secondary responsibility as appropriate.)

- Other related duties as assigned.

Special Skills:

- Knowledge of Microsoft Excel to include: sorting, basic functions such as formula creation (SUM, SUMIF, COUNT, COUNTIF, etc.)
Text to Columns actions, and creation of pivot tables.

- Working knowledge of, or ability to learn, Microsoft Access.

- Time management skills and detail oriented.

Expectations: Dependable, professional, able to work 4-6 hours a week in the office for data and available to work Phonathon one ev

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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