Work-study Job Description Form
University of the Incarnate Word

Department: Faculty (OPPI and CASE)

Location:  gchool of Osteopathic Medicine -- Brooks City Base

Supervisor:  Mary Hogan (hiring supervisor) Dept. Supervisor: Sharon Gustowski, DO
Supervisor Phone: Dr. Hogan -- 210-283-6992  Office: 210-841-7261 Cell: 210-414-1480
Supervisor E-mail: mhogan@uiwtx.edu gustowsk@uiwtx.edu

Job Title: Student Assistant

Hourly Pay Rate (cannot be updated mid-year): Minimum wage
How is the pay rate determined? (check all that apply)

(]| Experience [1| Grade Level Other:

Purpose/Role of the position:

This job is ideal for a learner who is considering a career in academic medicine, regardless of
specialty.

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

Job Description and General Duties:
Description: Work with the department chairs and faculty members on various departmental tasks.

General duties include, but are not limited to: organizing paper and electronic files, communicating with faculty via email and
disseminating departmental information, keeping and maintain inventory and a directory/repository of relevant medical and biomedical
science related articles (regular literature review). Additional, responsibilities may include scribing for clinical faculty and assisting with
the production and editing of institutional videos. Other duties may be assigned per the Department Chairs.

Special Skills:

Ability to lift a portable table and adjust them unassisted (25 Ibs).
Computer skills including use of MS Word, Excel, PowerPoint.
Organizational skills.

Independent transportation.

Strong communication 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 |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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