Work-study Job Description Form
University of the Incarnate Word

Department: Foundation, Corporate & Government Relations Department

Location: gy ckley Mitchell Advancement Building, 2nd floor, Office #4

Supervisor: Terri Galvin

Supervisor Phone: 210.829.3971 FOR CONSIDERATION:
Supervisor E-mail: terrig@uiwtx.edu PLEASE EMAIL YOUR RESUME & CLASS SCHEDULE

Job Title: Records Clerk

Hourly Pay Rate (cannot be updated mid-year): $g8.00

How is the pay rate determined? (check all that apply)

(]| Experience Grade Level Other:

Purpose/Role of the position:
Provide Office Support

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

Job Description and General Duties:

Perform a variety of general clerical tasks:
filing, typing, answering telephone, photocopying, faxing; mail pick up/drop off,
data entry, scanning, running errands and perform other tasks as assigned.

Punctuality, good attendance and appropriate office attire required.

Special Skills:

Ability to file alphabetically and maintain files

Standard office practices and procedures; Good communication and interpersonal skills

Operate Office machines: photocopier, facsimile machine, canner, calculator and computer

Working knowledge of _MICFC_)SOf[ Office/Outlook; Internet Physical demands: work is sedentary; There is some walking, standing, bending
Computer/keyboard skills with accuracy occasionally carry items weighing up to 501bs (box of paper, supplies, files, etc.)

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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