Job ID:   230300-01-A



Department Number:   230300
Job Title:   Office Assistant
Type of Work:   Clerical
Job Competencies:   Flexible, works with others, organized, customer focus, good communication skills, self motivated, dependable, works independently
Job Skills:   Phone, MS Word, copier, fax, internet, filing
Job Duties and Responsibilities:   Answer phone; word processing; file; shred; copy; assist faculty as needed; other duties as assigned.
Job Restrictions:   None

Learning Outcome:   Positive work experience.
Number of available positions:   6

Minimum number of hours required per week:   Flexible
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:   Wilma Nations/Carol Oxendine
Department:   Educational Leadership & Foundations
Location:   250 Killian 
Phone:   227-7415
Email:   wnations@wcu.edu/coxendine@wcu.edu

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