Job ID:   230250-01-A



Department Number:   230250
Job Title:   Office Assistant
Type of Work:   Clerical
Job Competencies:   Works with others, organized, good communication skills, dependable
Job Skills:   Typing, phone, copier, fax, filing
Job Duties and Responsibilities:   Provide general office assistance (i.e. type, copy, sort, file, fax, mail); run campus errands; completing any special projects; answer phone and possess a positive attitude.
Job Restrictions:   None

Learning Outcome:   Confidence to independently manage yourself and develop communication skills.
Number of available positions:   6

Minimum number of hours required per week:   2
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, phone or email
Contact Person:   Regina Grace
Department:   Elementary & Middle Grades Education
Location:   246 Killian
Phone:   227-7108
Email:   rgrace@email.wcu.edu

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

