
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: 
	AgencyDepartment: IVC Office of Student Affairs
	Employment site: IVC Office of Student Affairs
	Address: 380 East Aten Road, Bldg. 1000, Imperial, CA 92251
	Job skills and qualifications required 1: Bilingual preferred.  Good communication skills.  Type, read and write English.
	Job skills and qualifications required 2: Must work independently with minimum supervision.
	Job skills and qualifications required 3: 
	Job skills and qualifications required 4: 
	Job dutiesDescription 1: Assist the Student Affairs staff as needed.  Answer telephones, retrieve messages, greet students,
	Job dutiesDescription 2: faculty and community members.  Type, file and data entry.  Must be responsible and punctual.
	Job dutiesDescription 3: 
	Job dutiesDescription 4: 
	Supervisor Contact person: Andrew Sanchez and/or Saria Cardoza
	Phone number: 760-355-6456
	Total hours per week: 15
	Hours: 8am-5pm
	Tuesday: 8am-5pm
	Wednesday: 8am-5pm
	Thursday: 8am-5pm
	Friday: 8am-5pm
	Text1:    7/16/2024
	Text2:   ZL101  
	Text69:    FCWS
	Text70:              2


