IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2024-2025

Job title: Student Assistant/ Computer Lab Assistant

Pay Rate: § 16.00/hr.

Agency: Disability Support Programs and Services

Employment site: Imperial Valley College

Address: 380 E. Aten Rd., Imperial CA, 92251

Job skills and qualifications required:

Computer literacy and knowledge of basic troubleshooting procedures,zoom, canvas, webstar and

assistive technologies. Basic understanding of Microsoft Office. Excellent communication and interper-

sonal skills. Ability to work independently and as a part of a team. Ability to support DSPS Students with

compassion and patience and maintain confidentiality.

Job duties/Description:

Assist students with using assistive technology (screen readers, text-to-speech, adaptive keyboards)

provide technical support for accessing online course materials. Maintain a clean and organized lab

environment. Update and maintain lab inventory. Refer complex problems to appropriate support staff.

Provide excellent customer service and maintain positive and professional demeanor.

Contact Supervisor: Jeremy Wyatt

Phone number: 760-355-6406

Total hours per week: 15 (max 15 hours)

Preferred work schedule:

Days: Monday Tuesday Wednesday  Thursday Friday

Hours: 8am-5pm 8am-5pm 8am-5pm 8am-5pm 8am-5pm
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For Office Use Only

Date Received 06/25/2024 Dept. Code_ZL031 Fund_FCWS

Number of positions_ 4

03/24
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