Job ID:   230510-01-A



Department Number:   230510
Job Title:   Office Assistant
Type of Work:   Professional, clerical, works with confidential information
Job Competencies:   Flexible, works with others, organized, customer focus, good communication skills, self motivated, dependable, works independently
Job Skills:   Typing, calculator, phone, MS Word, MS Excel, MS Access, copier, fax, internet, filing
Job Duties and Responsibilities:   Must work well independently and be able to “tune out” distractions.  Job will include filing, creating documents, lists, graphs, presentations, etc.  Assist with program events – workshops and conferences.  Assist with answering phone.
Job Restrictions:   None

Learning Outcome:   This position has the potential to be a significant learning experience by working with public school personnel and students.  This position would be ideal for Education majors, to begin to network with school systems; however, this is not required.
Number of available positions:   3

Minimum number of hours required per week:   12
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, in person or email
Contact Person:   Brynn Jackson
Department:   Alternative Licensure/Center for the Support of Beginning Teachers/School University Partnership
Location:   223 Killian
Phone:   227-3373
Email:   bjackson@email.wcu.edu

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