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Work-Study Job Description/Announcement Form 
 

Please complete this form and send it to JoAnne Foster to create a work-study position and/or  

post a Work-study position on the website. 

To revise a job posting or remove it from the website contact JoAnne Foster  

 

JoAnne Foster    Phone Extension: 3183   Email: jfoster@wcu.edu  Location: 118 Killian Annex  
 

Department Name: _______________________________________________________ 

Location: _______________________________________________________________ 

Contact Person:  _________________________________________________________ 

Phone: ____________________ Email:_______________________________________ 

Banner User Name:_______________________________________________________  

 

JOB DESCRIPTION 

 

Job Title: _______________________________________________________________ 

 

Type of Work: (check all that apply) 

 

○ Professional   ○ Clerical  ○ Technical 

○ Maintenance   ○ Custodial  ○ IT/Computer 

○ Sport    ○ Outside  ○ Works with Money 

○ Works with Children  ○ Works with Confidential Information 

 

Job Competencies: (check all that apply) 

 

○ Flexible   ○ Works with others  ○ Organized 

○ Customer focus ○ Communication   ○ Self Motivated 

○ Dependable  ○ Works independently ○ Able to lift #_____lbs. 

 

Job Skills: (check all that apply) 

 

○ Typing   ○ Calculator   ○ Phone 

○ MS Word  ○ MS Excel   ○ MS Access 

○ Web Design  ○ Copier   ○ Fax 

○ Internet   ○ Computer Programming ○ Filing    

○ Other____________________________________________________________________ 

 

Job Duties and Responsibilities: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

mailto:jfoster@wcu.edu


Job Duties and Responsibilities: (continued) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

Job Restrictions: 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 
Student employees at WCU have opportunities to enhance their learning in the five global outcomes promoted by WCU for all students: 
communicate effectively and responsibly, practice civic engagement, integrate and apply information from a variety of contexts, solve complex 

problems, and clarify and act on their own purpose and values. Student employment is a valuable part of the educational experience for our 

students and we welcome the opportunity to support and advance your professional and personal development. 

Departmental Learning Outcome: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

How to apply:  (please check all that apply) 

 

○Call  ○In Person ONLY  ○Email  

 

Pay Rate:  $______________per hour      (As of July 24th 2009, minimum wage is $7.25)  

 

○Fall         ○Spring          ○Summer          Year: 20____  

 

  

Total hours needed per week: (all student workers combined) ____________________________  

 

Number of positions to be filled: ___________________________________________ 

 

Minimum number of hours preferred per student: ____________________________ 
 

 

(Per University policy, 20 is the maximum allowed hours that a student can work per week.  Special permission may be granted 

for certain circumstances to allow a student to work up to 30 hours per week.  Please contact JoAnne Foster for information) 

 


