Job ID:   410250-02-A


Department Number:   410250
Job Title:   Administrative Assistant
Type of Work:   Clerical
Job Competencies:   Organized, good communication skills, self motivated, dependable, works independently
Job Skills:   MS Word, MS Excel, copier, filing
Job Duties and Responsibilities:   Front desk person; answer Publications main line and redirect callers; complete bi-weekly transmittal of print publications which are cataloged and sent to GA as well as other campus clients; may be responsible for setting up meetings and doing follow-up phone calls/emails to clients. 
Job Restrictions:   Must be available during lunch hours; must have strong organizational skills; must be professional and curtious; proof-reading skills a plus.
Learning Outcome:   Experence in assisting multipule designers, scheduling and filing; time management and interpersonal communication skills.
Number of available positions:   1
Minimum number of hours required per week:   5
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:   In person or email
Contact Person:   Rubae Schoen
Department:   Publications 
Location:   401 HFR
Phone:   227-2077
Email:   rsander@wcu.edu
Click Here for instructions on how to apply for this job.

