Job ID:   225100-01-A



Department Number:   225100
Job Title:   Office Assistant
Type of Work:   Professional, clerical, IT/computer, works with confidential information
Job Competencies:   Flexible, works with others, organized, customer focus, good communication skills, dependable, works independently, able to lift 20lbs
Job Skills:   Typing, phone, MS Word, MS Excel, copier, fax, internet, filing
Job Duties and Responsibilities:   Receptionist; answer phone; copy documents; assist with mail delivery; file; provide assistance to students, staff and faculty; assist in operation of office machines; dependable; must do what is necessary to perform assigned tasks; good communication skills; cooperative.
Job Restrictions:   This position is a “morning only” position.  Must be available to work Monday – Friday 8:00am to 1:00pm.

Learning Outcome:   Learn how to work with others in an office environment. Interact with students and faculty. Learn the importance of completing tasks in a timely and accurate fashion.
Number of available positions:   1

Minimum number of hours required per week:   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, email
Contact Person:   Carrie Hockman
Department:   Arts and Sciences, Dean’s Office
Location:   340 Stillwell
Phone:   227-3806
Email:   cbhockman@email.wcu.edu

How to apply

1. View available jobs; decide on at least two (2) jobs that interest you.  You should make sure that you print the job descriptions that you have chosen, these contain important information that you will need to complete your Employee Eligibility Packet.
2. You must download and print the Employee Eligibility Packet. (this is available on the navigation bar located on the left side of this page)

3. Contact the hiring supervisor by their preferred method, (i.e. phone, in person or email) arrange for an interview.  You must bring your Employee Eligibility Packet with you.  

4. If hired, your employer/supervisor will complete and sign the Work Study Hiring Agreement; this will be the first form of your Employee Eligibility Packet.  Do not fill out any information in your Employee Eligibility Packet! All other documents in the packet will be completed in the Student Financial Aid Office.
5. Once you are hired, you have 48 hours to bring your signed Work Study Hiring Agreement and the Employee Eligibility Packet to the Financial Aid Office to complete your paperwork.  You must bring with you two (2) forms of identification (i.e. Social Security Card and Valid Driver’s License or Student I.D.; or Passport) Work hours and payroll for any student will not be authorized until you meet with a Financial Aid Counselor and all paperwork has been completed.  

