Job ID:   225850-01-A



Department Number:   225850
Job Title:   Office Assistant
Type of Work:   Clerical, IT/computer, works with confidential information
Job Competencies:   Flexible, works with others, organized, good communication skills, dependable, works independently
Job Skills:   Typing, phone, MS Word, MS Excel, copier, filing, web search
Job Duties and Responsibilities:   Office coverage; answer phone; help people who stop by; assist faculty; photocopy, scan PDF handouts and tests; organize current files and shred old files; other projects as needed and requested; make posters advertizing events (in Publisher and Word); locate library books, post posters in buildings; announce events online ; working closely with faculty and staff in the Department of Philosophy & Religion you will talk about topics that are timely, intellectual or amusing. Sometimes you will be alone in the office but often faculty will include you in conversations when they stop by the office.  Students also spend time and energy here.  Your open mind and social skills may be developed as you interact with others who find their way to “PAR”. Comfortable chairs, interesting people and coffee or tea are in abundant supply.
Job Restrictions:   Afternoon only, 1:00pm – 5:00pm.

Learning Outcome:   Gain experience working in a professional office.
Number of available positions:   2

Minimum number of hours required per week:   10
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:   Amy McKenzie
Department:   Philosophy & Religion
Location:   226 Stillwell
Phone:   227-3852
Email:   amckenzie@wcu.edu

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

