	

	
	Job ID:   235351-01-A               
Department Number:   235351
 
Job Title:   Office Assistant
 
Type of Work:   Clerical, works with confidential information
 
Job Competencies:   Flexible, works with others, good communication skills, dependable, works independently
 
Job Skills:   Phone, MS Word, MS Excel, PowerPoint, copier, fax,  internet, filing
 
Job Duties and Responsibilities:   Work with students and faculty; answer phone; file student folders; keep BLAW database (in Excel spread sheet or Word document);  may be asked complete PowerPoint slides; set up class roster seating charts. 
 
Job Restrictions:   Must have good communication skills; must report to 212 Forsyth on 2nd day of classes.
 
Learning Outcome:   Will learn to communicate effectively and appropriately with faculty and staff, be dependable and on time for work and ability to prioritize jobs.  
 
Number of available positions:   3
 
Minimum number of hours required per week:   7
 
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:   Liz Jones
Department:   Business Administration & Law, Sport Management
Location:   212 Forsyth
Phone:   227-3567
Email:   prentice@wcu.edu
 


 
	


 

