Job ID:   506140-01-A



Department Number:   506140
Job Title:   Office Assistant
Type of Work:   Clerical, technical, works with confidential information
Job Competencies:   Flexible, organized, dependable, works independently
Job Skills:   Typing, copier, fax, filing, shredder
Job Duties and Responsibilities:   Assist Perkins Loan and Student Accounts with various office duties (i.e. file, shred, organize files and records, data input, etc.)
Job Restrictions:   Must be at least sophomore status; must possess broad organizational qualities dealing with records and files; must be aware all documents handled are confidential.

Learning Outcome:   Gain experience working in a professional office.
Number of available positions:   1

Minimum number of hours required per week:   1
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 ONLY
Contact Person:   Peggy Cope/Donna Jones
Department:   Student Accounts
Location:   119 Killian Annex
Phone:   227-7324
Email:   cope@wcu.edu/djones@wcu.edu

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