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IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2024-2025

Job title: Student Assistant/
Pay Rate: § 16.00/hr.

Agency: Imperial Valley College

Employment site: Human Resources

Address: 380 East Aten Road

Job skills and qualifications required:

Great customer service skills, operate computer software (Microsoft, Google, Canva) willing to learn.

Business Major preferred-not required

Job duties/Description:

Responsibilities include, but are not limited to delivering, picking up and distributing mail, making

campus runs, photocopying, filing, computer work, typing, answering incoming telephone calls and

direct the calls to the appropriate department staff. Provide support to Payroll Coordinator during

payroll check pick up times. Greet visitors and keep office supplies inventory in order.

Contact Supervisor: Athena Chavez

Phone number: athena.chavez@imperial.edu (email preferred)

Total hours per week: 15 (max 15 hours)

Preferred work schedule:

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

Date Received 8/27/2024 Dept. Code ZL0O63 Fund FCWS

Number of positions 1
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