Job ID:   215910-02-A



Department Number:   215910
Job Title:   Office Assistant
Type of Work:   Professional, clerical, works with confidential information
Job Competencies:   Flexible, works with others, organized, customer focus, good communication skills, self motivated, dependable, works independently
Job Skills:   Will be trained to use the online Tutor Trac program and Outlook email.
Job Duties and Responsibilities:   Provide dependable customer service for the CAT Center; greet all visitors; use Tutor Trac scheduling system to update student’s contact information to schedule/cancel/delete tutoring appointments, and to monitor students and tutors visit records; maintain communication with supervisor and with other Office Assistants to ensure efficient operation of the CAT Center; answer phone and take detailed messages from callers and visitors; use phone to transfer callers and check voice mail messages; communicate with students, tutors, and other Office Assistants about changes to upcoming appointments; adhere to a regular work schedule; arrive to work on time and communicate with supervisor and other Office Assistants if a schedule change needs to be made; maintain logs for missed tutoring appointments and cancellations; maintain confidential student information; monitor students’ use of CAT Center resources (i.e. textbooks, computers, etc.); be knowledgeable about the operations of the CAT Center, Office of Professional Exams, Writing Center, and Mathematics Tutoring Center in order to provide information to visitors; respond to visitors and callers within the limits of his/her knowledge, skills, and training; consult with supervisor when situations arise that he/she is not equipped to handle; open and/or close the CAT Center; help keep the CAT Center clean and uncluttered.
Job Restrictions:   Must be available to work at least 3 daytime hours (i.e. 9:00am – 5:00pm) as well as some evening hours (i.e. 5:00pm – 8:00pm); must maintain at least a 2.4 cumulative GPA.

Learning Outcome:   Convey information in a variety of contexts and communicate effectively and responsibly with a number of audiences (student, faculty, staff, etc.); take responsibility for his/her learning and development, both as a student and as an employee; demonstrate effective time management and organization skills; gather and integrate information from a variety of contexts in order to address situations that arise in the work environment.
Number of available positions:   6

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:   Phone, in person, email
Contact Person:   Jane Buchanan
Department:   Catamount Academic Tutoring Center
Location:   30 Hunter Library
Phone:   227-3264
Email:   jbuchanan@email.wcu.edu

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