Work-study Job Description Form
University of the Incarnate Word

Department: Nursing

Location:  Nyrsing Cardinal Wellness Center (Off Campus — 2547 E. Commerce Street)
Supervisor: Dr. Holly DiLeo

Supervisor Phone: 210/373-2673 (cell) 210/283-6331 (Center)

Supervisor E-mail: dileo@uiwtx.edu

Job Title: Work Study-Nursing Cardinal Wellness Center-Support Staff
Hourly Pay Rate (cannot be updated mid-year): $8.50/hour

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

(]| Experience Grade Level Other:

Purpose/Role of the position:

This position will serve as support staff to the Nursing Cardinal Wellness Center (NCWC) under the
supervision of the NCWC Manager.

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

Job Description and General Duties:

Job Description: This position will serve as support staff to the Nursing Cardinal Wellness Center (NCWC) under the supervision of
the NCWC Manager. This person is considered to be a member of the NCWC team and is thus expected to demonstrate professional
behavior at all times.

Job Responsibilities: Report to work as scheduled — The schedule will be coordinated by the student and the NCWC Manager. The
student is not permitted to work during his/her scheduled class hours or when University of the Incarnate Word is not session. Duties
include: a) Assemble, pull, and file client records following center policies and procedures; b) Greet and assist clients with admission
forms; c) Enter data into client database(s), including NCWC registry, Immunization registries, and billing software databases under
the strict supervision of the NCWC Manager and Staff; d) Answer telephone, take messages, and call clients for appointment
reminders; e) Perform other duties as assigned by the NCWC Manager and staff.

Special Skills:

Confidentiality Agreement: As a NCWC Work Study Student, you must promise to keep all client records confidential at all times. You
will be required to meet Health Insurance Portability and Accountability Act (HIPAA) requirements. You must understand that if you
breech the confidentiality agreement, NCWC will recommend that you will be terminated as a Work Study Student.

Prefer that student have transportation to and from the NCWC Center at the Bowden Eye Care & Health Institute 2547 E. Commerce
Street. However, arrangements can be made to work at the School of Nursing. Spanish speaking desirable but not required.

Community Service- Does this position perform any job duties that support the creation or execution
of community service opportunities and/or events? — YES |0 NO

**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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