Work-study Job Description Form
University of the Incarnate Word

Department: Interior Design

Location:  joyce Building
Supervisor: Diana Allison

Supervisor Phone: 210-829-3859
Supervisor E-mail: dallison@uiwtx.edu

Job Title: student Worker

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

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

(]| Experience Grade Level Other:
Purpose/Role of the position:
Assist Joyce Building Faculty and Staff

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

Job Description and General Duties:

The responsibilities of the job include typing, filing, answering the phone, assisting faculty, staff and students.
(A background check will be required before being able to assist students)

Familiarity with Word and Excel is required.

Adobe lllustrator, Photoshop, and InDesign a plus. May handle chemicals such a toner for Plotter.

Ability to lift 10Ibs. or more.

Clean up & organize resource room.

Confidentiality and reliability are of high importance.

Sophomore or higher INTD student.

Special Skills:
Word, Excel

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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