
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: Office Assistant
	AgencyDepartment: Imperial Valley College
	Employment site: Financial Aid Office
	Address: 380 E Aten Rd Imperial, CA 92251
	Job skills and qualifications required 1: Great customer service skills. Phone & Office etiquette. Basic typing skills. Be familiar with Zoom app.
	Job skills and qualifications required 2: General financial aid knowledge. Able to work in fast-paced environment. Strong organizational skills.
	Job skills and qualifications required 3: Able to communicate in English / Bilingual (English, Spanish) preferred, but not required. 
	Job skills and qualifications required 4: Able to work independently with minimal supervision.
	Job dutiesDescription 1: Greet students & general public. Answer phones. Assist Specialists in Financial Aid Lab (Live or Virtual).
	Job dutiesDescription 2: Create new files & labels. File alphanumerically. Data entry. General knowledge of office equipment and
	Job dutiesDescription 3: technology (scanner, copier, transfer phone calls, manage Zoom main lobby/breakout rooms, Xtender).
	Job dutiesDescription 4: Assist Financial Aid staff.Help with other financial aid-related events on campus.
	Supervisor Contact person: Juan C. Aguilar-Valenzuela
	Phone number: (760) 355-7060
	Total hours per week: 15
	Hours: 8AM - 5PM
	Tuesday: 8AM - 5PM
	Wednesday: 8AM - 5PM
	Thursday: 8AM - 5PM
	Friday: 8AM - 5PM
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