Job ID:   215200-01-A



Department Number:   215200
Job Title:   Office Assistant
Type of Work:   Professional, clerical, works with money, works with confidential information
Job Competencies:   Flexible, organized, customer focus, communication, dependable, able to lift 10 lbs.
Job Skills:   Typing, phone, MS Word, MS Access, copier, filing, data entry
Job Duties and Responsibilities:   Duties as assigned by the Director of Orientation
Job Restrictions:   Must be able to work at least 2 hours at a time, however, hours are flexible.

Learning Outcome:   Gain experience working in a professional setting.
Number of available positions:   1

Minimum number of hours required per week:   15-20
Minimum wage is $7.25 per hour

Per University policy, a student may work up to 20 hours per week.

This employer prefers that you contact them by:   Email
Contact Person:   Tammy Frizzell
Department:   Orientation
Location:   224 Killian Annex
Phone:   227-2432
Email:   tfrizzell@email.wcu.edu

Click Here for instructions on how to apply for this job.
