Job ID:   225750-02-A



Department Number:   225750
Job Title:   Office Assistant
Type of Work:   Professional, clerical, computer, works with confidential information
Job Competencies:   Works with others, organized, customer focus, good communication skills, self motivated, dependable
Job Skills:   Calculator, phone, MS Word, copier, fax, filing
Job Duties and Responsibilities:   Answer phones; copy and fax as needed; file, both physical and electronic; distribute mail to faculty mail boxes; assist with entering information into MS Word & Excel; other duties as needed.
Job Restrictions:   Prefer 11:00am – 1:00pm Monday – Thursday or Monday – Friday.
Learning Outcome:   Learn work flow of a busy departmental office, communication skills and multi-tasking.
Number of available positions:   1

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:   Email
Contact Person:   Tammy Thomson
Department:   Chemistry & Physics
Location:   231 Natural Sciences 
Phone:   227-3666
Email:   tthomson@email.wcu.edu

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

