Work-study Job Description Form
University of the Incarnate Word

Department: Office of Student Affairs

Location:  gchool of Osteopathic Medicine -- Brooks City Base

Supervisor:  Mary Hogan (hiring supervisor)  Dept. Supervisor: David Espinoza
Supervisor Phone: Dr. Hogan: (210) 283-6992 Mr. Espinoza: (210) 619-7035
Supervisor E-mail: mhogan@uiwtx.edu daespinl@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:

To assist with tasks performed in the Office of Student Affairs. Students interested in working in a
professional medical school environment encouraged to apply.

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

Job Description and General Duties:

Website updates

Printing IDs for students, faculty and staff

Assist during organizational events or activities

Run errands to departments on campus

Assist Staff in answering phones and questions from internal and external students/customers
Send faxes, makes copies, flyers, send mail outs, and assist in office filing

Special Skills:

Computer skills including use of MS Word, Excel, PowerPoint.
Organizational skills.
Independent transportation.

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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