IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2024-2025

Job title: Student Assistant/ Office Assistant - Cultural Arts (1 position)

Pay Rate: § 16.00/hr.

Agency: City of Calexico

Employment site: Carmen Durazo Cultural Arts Center

Address: 421 Heffernan Avenue, Calexico, CA 92231

Job skills and qualifications required:

Must enjoy working with the public. Interpersonal skills using tact, patience and courtesy. Operation

of a computer and computer software such as Word, Excel, and Power Point. Correct English usage,

grammar spelling, punctuation, and vocabulary. Basic arithmetic calculations. Telephone technigues and

etiquette. Oran and written communication skills.

Job duties/Description:

General office work; answer telephone, take messages, and re-route phone calls as necessary; greet

students, parents, instructors, and visitors; provide program information; create flyers, forms, and

various other documents; set up and tear down for daily activities.

Contact Supervisor: Eduardo Quintero

Phone number: 760-357-5575

Total hours per week: 15 (max 15 hours)

Preferred work schedule:

Days: Monday Tuesday Wednesday  Thursday Friday

Hours: 12pm-8pm 12pm - 8pm 12pm - 8pm 12pm - 8pm
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For Office Use Only

Date Received__ 07/11/202¢ Dept. Code ZCO88 Fund_FAWS

Number of positions 1
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