Work-study Job Description Form
University of the Incarnate Word

Department: College of Humanities, Arts, and Social Sciences
Location:  Ap 163
Supervisor: Estella Zamora

Supervisor Phone: 210-829-3879
Supervisor E-mail: €szamora@uiwtx.edu

Job Title: Work Study - Office Assistant
Hourly Pay Rate (cannot be updated mid-year): $7.25
How is the pay rate determined? (check all that apply)

(]| Experience Grade Level Other:

Purpose/Role of the position:
Primarily to provide assistance to CHASS office staff and faculty

General Length of FWS Agreement: Annual basis @ Semester basis

Job Description and General Duties:

- Confidentiality is a must, as is being reliable and have good judgment

- Filing (if you do not know how to file do not apply)

- You should be self-motivated, have people skills and be able to focus on the job at hand

- There will be times when you will have to cover the front office and or assist with CHASS Events

- You will provide support to other departments

- Should be able to use the office scanner and occasionally do light typing

- You will make deliveries to other on campus offices, and post fliers around campus, be able to change out ink toners
- Be able to lift 15 - 20 Ibs

- On a daily basis you will be responsible for office recycling, putting paper in the copier, fax machine and printers

- Casual Office attire - no torn jeans, short shorts or spaghetti straps allowed

Special Skills:

Must know how to use Power point

Microsoft Word

Excel - know the basics

Be able to work independently but also be a team player

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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