Job ID:   245250-06-A


Department Number:   245250
Job Title:   Office Assistant
Type of Work:   Clerical, IT/computer
Job Competencies:   Works with others, organized, good communication skills, self motivated, dependable, works independently
Job Skills:   Typing, calculator, phone, MS Word, MS Excel, copier, fax, internet, filing
Job Duties and Responsibilities:   Maintain student internship affiliation contract lists on MS Excel and through internet search; communicate with internship site supervisor on updates for contact information; maintain hard copy files on internship information and samples; maintain RT equipment inventory; provide assistance to RT faculty (copy, file and fax as needed) Interact with RT majors and professionals who may visit the office or by phone or email as directed.
Job Restrictions:   None
Learning Outcome:   Learn office skills and communication to enhance individual understanding of the profession, practice, and education of recreational therapists; Develop time and work management skills in an office environment.
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:   Email
Contact Person:   Peg Connolly
Department:   Health Sciences
Location:   186 Belk
Phone:   227-2481
Email:   mconnolly@email.wcu.edu
Click Here for instructions on how to apply for this job.

