
**Supervisors:  Please indicate if employee will be required to lift, stand for extended periods of time, 
wear closed shoes, uniforms, protective eyewear, etc.** 

Work-study Job Description Form 
University of the Incarnate Word 

Department:           

Location:       

Supervisor:     

Supervisor Phone:  

Supervisor E-mail:  

Job Title:

Hourly Pay Rate (cannot be updated mid-year):  

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

      Experience                   Grade Level               Other: 
Purpose/Role of the position: 

General Length of FWS Agreement:            Annual basis              Semester basis 

Job Description and General Duties: 

Special Skills: 

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


	Text1: Residence Life
	Text2: Student Engagement Center - 3rd floor
	Text3: Janine Chavez
	Text5: 210-829-3817
	Text6: jlchavez@uiwtx.edu
	Text7: Office Assistant- Work Study
	Text8: $7.25 minimum wage 
	Text15: Serve as an office assistant and first point of contact for Campus Life Offices, Residence Life and University Events departments as well as other Student Success offices. ID processing information
	Check Box16: Yes
	Check Box17: Off
	Text18: Running errands to other departments
Answering phones and questions form internal and external students/customers
Processign ID's and collecting payment
Answering questions from students/staff who visit the office.
Faxing copies, making flyers and other office duties
keeping a log of office visitors/phone calls 
Serve as back up for residence hall tours
Miscellaneous projects- helping with all event for student offices
	Text19: Microsoft knowledge
ability to multi-task
exceptional customer service skills
bilingual a plus- maintain composure in a  high volue
communication and listening skills necessary. 
	Check Box20: Yes
	Check Box21: Yes
	Check Box22: Yes
	Check Box25: Off
	Check Box26: Yes


