Work-study Job Description Form
University of the Incarnate Word

Department: University Collaborative Programs

Location:  |ncarnate Word High School
Supervisor: Theresa Elizondo
Supervisor Phone: (210) 829-3109
Supervisor E-mail: €lizondo@uiwtx.edu

Job Title: Main Office Assistant

Hourly Pay Rate (cannot be updated mid-year): $8.00 an hour
How is the pay rate determined? (check all that apply)
(]| Experience [1| Grade Level Other:

Purpose/Role of the position:

Assist with various facets in our Main office to include but not limited to customer service, filing,
answering phones, working on database, and putting together packets

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

Job Description and General Duties:

Work in Main office answering phones and greeting parents and or students. Will also assist visitors on our campus with check-in and

directions.
Back office Vice Principal Office - filing, working on database, putting together packets, sorting mail, updating files. Locating students

when necessary.

Hours of operation: Monday - Friday 7:30 am - 5:00 pm
We are willing to work around student's schedule.

Special Skills:

Bi-lingual a plus - Microsoft Word, Excel, Publishers
Attire Business Professional - on Fridays may wear business casual ( blue jeans)
Must be able to Multi-task and have professional phone skills.

Community Service- Does this position perform any job duties that support the creation or execution
of community service opportunities and/or events? — YES |0 NO

**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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