
03/24 

Days:  Monday Tuesday Wednesday  Thursday Friday 

Hours: ________  ________ ________ ________  ________ 

**************************************************************************** 
For Office Use Only 

Date Received____________  Dept. Code____________          Fund________________    

IMPERIAL VALLEY COLLEGE 
FINANCIAL AID OFFICE 

WORK-STUDY JOB 
DESCRIPTION FORM 2024-2025 

Job title: ___ __________Student Assistant/__________________________________________ 

Pay Rate: $ 16.00/hr. 

Agency: _______________________________________________________ 

Employment site: ________________________________________________ 

Address: _______________________________________________________ 

Job skills and qualifications required: 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Job duties/Description:  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

________________________________________________________________________________ 

Contact Supervisor: ___________________________________________  

Phone number: __________________________  

Total hours per week: _____________ (max 15 hours) 

Preferred work schedule:  

Number of positions________________    


	Job title: Student Assistant
	AgencyDepartment: Imperial Valley College
	Employment site: Career Services Center (Room 1601)
	Address: 380 E. Aten Rd. Imperial, CA 
	Job skills and qualifications required 1: Great customer service skills. Mature, positive attitude, punctual, responsible. Excellent communication
	Job skills and qualifications required 2: skills. Basic knowledge of resumes, cover letters. Basic computer & typing skills. Proficient in Microsoft
	Job skills and qualifications required 3: Programs (Word, Excel, PowerPoint). Abilit to operate golf cart if trained. Ability to lift/carry heavy boxes.
	Job skills and qualifications required 4: Bilingual English/Spanish preferred. Minimum of 6 units, 2.0 GPA
	Job dutiesDescription 1: Handle reception area for Career Services Center. Help students begin the process of resumes, cover 
	Job dutiesDescription 2: letters and w/ job search, career info. & other.  Help w/emails & phone calls. Schedule appointments. 
	Job dutiesDescription 3: Help w/ events.  Organize and maintain professional clothing closet clean.  File, copy, scan & other 
	Job dutiesDescription 4: paperwork.  Data Entry.  Help staff w/general office duties. Run errands on campus. Keep center clean. 
	Supervisor Contact person: Maricela Moreno
	Phone number: 760-355-5754
	Total hours per week: 15
	Hours: 8am-5pm
	Tuesday: 8am-5pm
	Wednesday: 8am-5pm
	Thursday: 8am-5pm
	Friday: 8am-5pm
	Text1:   08/09/2024
	Text2:   ZL151
	Text69:     FCWS
	Text70: 1


