Job ID:   215400-01-A



Department Number:   215400
Job Title:   Clerical Assistant
Type of Work:   Clerical, technical, works with confidential information
Job Competencies:   Flexible, works with others, organized, good communication skills, self motivated, dependable
Job Skills:   Copier, filing, shredder, mail opener, collating and alphabetizing
Job Duties and Responsibilities:   Assist with opening, sorting, and date stamping mail; assist with bulk mailings; alphabetize stacks of documents; shred documents
Job Restrictions:   Prefer English, Communication or Business majors with good spelling skills. Must be available between 11:00 am and 5:00pm. Must understand file protocol and be able to alphabetize.

Learning Outcome:   Will be able to understand role of Admission “sales” in big picture at university or in business; clerical skills; experience communicating with various positions in our office.  Gain understanding of deadlines, and need for accuracy and confidentiality.
Number of available positions:   4-5

Minimum number of hours required per week:   8
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:   In person ONLY
Contact Person:   Jody Kraner
Department:   Admissions
Location:   Cordelia Camp Building 
Phone:   227-3159
Email:   jkraner@wcu.edu

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