Work-study Job Description Form
University of the Incarnate Word

Department: Pharmacy

Location:  Fiek School of Pharmacy
Supervisor: Diana V. Salazar
Supervisor Phone: 210-883-1030
Supervisor E-mail: Salazar@uiwtx.edu

Job Title: Receptionist

Hourly Pay Rate (cannot be updated mid-year): $g8.50
How is the pay rate determined? (check all that apply)
(]| Experience Grade Level Other:

Purpose/Role of the position:
Student is responsible for managing the reception desk, which requires strong interpersonal skills,
the ability to be flexible and report to work on time as scheduled by the work-study supervisor.

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

Job Description and General Duties:

Receptionists greets visitors, answers the telephone, takes messages or routes calls according to office procedures. Performs basic
and varied clerical tasks which may include keyboarding and/or computer data entry, filing, operating standard office machines and
equipment. Must maintain professionalism and adhere to a business professional dress code. Available to work 8am-1pm Monday
through Friday. Receptionist positions are primarily sedentary. Positions occasionally require the ability to lift and carry materials and
equipment weighing up to 20 pounds, to reach heights up to eight feet by climbing ladders or stools and to reach materials or
equipment stored on lower shelves or in lower cabinet/desk drawers. Receptionist positions require keyboarding, which may be

extensive at times.

Special Skills:

Must be full-time student at UIW
Keyboarding skills required. Written and verbal communication skills, the ability to operate electronic, photocopier or other standard

office machines and perform routine alpha-numeric filing tasks.
Preferred Business or Education majors.

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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