Job ID:   235100-01-A



Department Number:   235100
Job Title:   Dean’s Office Assistant
Type of Work:   Clerical
Job Competencies:   Flexible, works with others, good communication skills, dependable
Job Skills:   Phone, MS Word, MS Excel, copier, fax, internet, filing
Job Duties and Responsibilities:   Receptionist – greet people entering the Dean’s Office area; direct them to the correct person or phone number; answer questions, if possible; answer phone; transfer calls to correct person/extension. Clerical – run copies for meetings, etc.; file; assist with conference set ups; receive packages from UPS & FEDEX; distribute packages to individual or departments; take outging mail to Mail Room, pick up mail for Dean’s Office and sort by individuals. 
Job Restrictions:   None

Learning Outcome:   Responsibility to fellow employees by being on time and carrying individual load of responsibilities. Dependability, cooperate with other employees.
Number of available positions:   3

Minimum number of hours required per week:   12
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:   Dianne Cochran
Department:   College of Business, Dean’s Office
Location:   104 Forsyth
Phone:   227-3340
Email:   dcochran@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.  

