Job ID:   240100-01-A



Department Number:   240100
Job Title:   Honors College Office Assistant
Type of Work:   Clerical, technical, professional, works with confidential information
Job Competencies:   Customer focus, good communication skills, self motivated, dependable, flexible, works with others, works independently, organized
Job Skills:   Typing, phone, MS Word, MS Excel, copier, internet, filing, calculator, fax, filing, website updates, photography, research assignments/transcribing materials
Job Duties and Responsibilities:   Reception, data entry, mailing, mail merge, research, web materials preparation, photography, general office support and support for Honors College Board of Directors, other assignments as directed.
Job Restrictions:   Monday-Friday 8 am to 5 pm only with rare evening event set-ups and reception
Learning Outcome:   Professionalism, accuracy, attention to detail, team involvement, positive attitude and demeanor
Number of available positions:   4
Minimum number of hours required per week:   5-20
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 or email
Contact Person:   Bonnie Beam
Department:   Honors College
Location:   101 Balsam Hall
Phone:   227-7383
Email:   beam@wcu.edu

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

