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IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2023-2024

Job title: Student Assistant/
Pay Rate: § 15.50/hr.

Agency: IVC Student Health Center

Employment site: 1VC Building 1536

Address: 380 E. Aten Road Imperial, CA 92251

Job skills and qualifications required:

Good oral and written communication skills. Must be able to respond to sensitive issues/emergencies.

Be able to type, read and write in English. Must work independently with minimum supervision.

Positive attitude, punctual and must keep confidentiality.

Preferred: Bilingual person and interested or registered in psychology or health related majors.

Job duties/Description:

Type, file and data entry. Answer telephones, retrieve and relay messages. Greet IVC students and

employees. Manage appointment calendar for services. Assist with office duties and resource tables.

Create and maintain physical files and electronic records. Apply appropriate emergency protocols.

Contact Supervisor: Lupita Castro

Phone number: 760-355-6310

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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Date Received 6/22/2023 Dept. Code ZL139 Fund FCWS

Number of positions 2
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