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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:!VC Student Health Center

Employment site: IVC Building 1536
Address: 380 E Aten Rd. Imperial, CA 92251

Job skills and qualifications required:

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

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

Must be punctual, reliable, maintain positive attitude and adhere to confidentiality policies.

Preferred: Bilingual person and interested or enrolled in psychology or health related majors.
Must be familiar with Microsoft Suite (Word, Excel, PowerPoint, Teams, etc.)

Job duties/Description:

Greets IVC Students and employees in a professional and welcoming manner. Types, organizes

physical files and electronic records, answers telephones, retrieves and relays messages. Manages

appointment schedules for health and mental health services. Assists with other clerical duties, resource

tables, and campus events. Applies appropriate emergency protocols.

Contact Supervisor: Lupita Castro
Phone number: 760-355-6310
15

Total hours per week: (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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For Office Use Only

Date Received 06/04/2024 Dept. Code ZL139 Fund FCWS

Number of positions 2
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