Work-study Job Description Form
University of the Incarnate Word

Department: Human Resources

Location:  administration Building Room 425
Supervisor:  Shannon Root

Supervisor Phone: 210-832-2161

Supervisor E-mail: Sroot@uiwtx.edu

Job Title: Office Clerk

Hourly Pay Rate (cannot be updated mid-year): $7.25/per hour
How is the pay rate determined? (check all that apply)

Experience Grade Level Other:

Purpose/Role of the position:

Looking for an individual to assist the Human Resources department in clerical tasks. We are
needing someone to work during the summer (2017) and during the school year (2017-18)

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

Job Description and General Duties:

Provide front desk reception duties which include answering the office phone and transferring phone calls to the appropriate person.
Greet visitors. Assist new hires with completing the appropriate new hire paperwork. Submit background checks. Respond to
applicant’s inquiries about their application by using the applicant tracking software. Additional duties include; filing, making copies,
scanning documents, responding to emails, picking up the mail, and sending out faxes. Other clerical duties as assigned.

Special Skills:

Must have attention to detail. Strong customer service skills, and proper phone etiquette. Basic computer skills. Must be able to
multi-task. Knowledge of excel is a plus.

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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