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IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2024-2025

Job title: Student Assistant/ Office Assistant

Pay Rate: § 16.00/hr.

Agency: Imperial Valley College (Business & Agriculture Dept.)

Employment site: Imperial Valley College - 800 Building

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

Job skills and qualifications required:

Great customer service skills. Responsible and willing to learn. Friendly and excellent team player. Basic

computer skills and knowledge of Microsoft Office 2016. Basic typing skills. Organizational skills.

Able to work with numbers and currency. Bilingual English/Spanish.

Job duties/Description:

Assist the Professor of Business with Business Office Technology courses. Create documents in

Microsoft. Type. File, organize, copy, and scan paperwork. Answer and make phone calls. Able to

work with numbers and currency. Answer calls. Assist in classroom with keyboard covers and book

stands for students. Maintain confidentiality. Run errands on campus. Help at outreach events.

Contact Supervisor: Angie Ruiz

Phone number: 760-355-6339

Total hours per week: 15 (max 15 hours)

Preferred work schedule:

Days: Monday Tuesday Wednesday  Thursday Friday
Hours: 6 6 3
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For Office Use Only

Date Received 07/29/2024 Dept. Code_ZL020 Fund_ FCWS

Number of positions_ 1

03/24



	Job title: Office Assistant
	AgencyDepartment: Imperial Valley College (Business & Agriculture Dept.)
	Employment site: Imperial Valley College - 800 Building
	Address: 380 E. Aten Rd., Imperial, CA 92251
	Job skills and qualifications required 1: Great customer service skills. Responsible and willing to learn. Friendly and excellent team player. Basic
	Job skills and qualifications required 2: computer skills and knowledge of Microsoft Office 2016. Basic typing skills. Organizational skills.
	Job skills and qualifications required 3: Able to work with numbers and currency. Bilingual English/Spanish.
	Job skills and qualifications required 4: 
	Job dutiesDescription 1: Assist the Professor of Business with Business Office Technology courses. Create documents in 
	Job dutiesDescription 2: Microsoft. Type. File, organize, copy, and scan paperwork. Answer and make phone calls. Able to 
	Job dutiesDescription 3: work with numbers and currency. Answer calls. Assist in classroom with keyboard covers and book
	Job dutiesDescription 4: stands for students. Maintain confidentiality. Run errands on campus. Help at outreach events.
	Supervisor Contact person: Angie Ruiz
	Phone number: 760-355-6339
	Total hours per week: 15
	Hours: 6
	Tuesday: 
	Wednesday: 6
	Thursday: 
	Friday: 3
	Text1:   07/29/2024
	Text2:   ZL020
	Text69:    FCWS
	Text70:        1


