Job ID:  230550-01       



Department Name:  TRACS (Teacher Recruitment, Advising, Career Support)       

Job Title:  TRACS Data/File Organizer   

Type of Work:  Professional, clerical, works with confidential information  

Job Competencies:  Flexible, works with others, organized, customer focus, communication, self motivated, dependable, works independently   

Job Skills:  Phone, MS Word, MS Excel, copier, filing 

Job Duties and Responsibilities:  Responsibilities include answering phone, scanning, and filing. Other duties will be project based on inquires from prospective students and retention of existing students  

Job Restrictions:   
Learning Outcome:  This position will assist with program events, such as workshops and symposia for beginning teachers. This position has the potential to be a significant learning experience for education majors as he/she will be networking with public school personnel and K-12 students.   

Number of available positions:  1   
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, email, in person   

Contact Person:  Lydia Wade   
Department:  TRACS (Teacher Recruitment, Advising, Career Support)   

Location:  232 Killian   

Phone:  227-3755   

Email:   llwade@email.wcu.edu  
Click Here for instructions on how to apply for this job.










