Job ID:   230201-01-A



Department Number:   230201
Job Title:   Office Assistant
Type of Work:   Clerical, works with confidential information
Job Competencies:   Flexible, organized, good communication skills, dependable, works independently
Job Skills:   Typing, phone, MS Word, MS Excel, copier, fax, scanning
Job Duties and Responsibilities:   Office “gopher” – complete duties as asked, varies daily.
Job Restrictions:   Must be dependable and communicate in advance about schedule changes.

Learning Outcome:   Will prepare you to thrive in entry-level positions at businesses and internships; cultivates professional responsibilities.
Number of available positions:   3

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:   Phone
Contact Person:   Amy K Delorm
Department:   Health, Physical Education, and Recreation
Location:   100 Reid Gym
Phone:   227-3542
Email:   agreen@email.wcu.edu

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

