CUYAMACA COLLEGE

900 Rancho San Diego Parkway, El Cajon, CA 92019

Federal Work Study Job Request

Position Information

Job Title: Federal Work Study 1

Department Contact Information

Name of Work-Study Supervisor; Beth Viersen

Phone Number: (619) 660-4239

Requested Work-Study Hours

Term Requested:

X Fall
Number of Students Requested:z_ Total Number of Hours Covered: 19-20

X

Spring

Hourly Rate: $ 15.48
(Based on District Pay Schedule )

Building & Room Number; A-113

Email: Cuyamaca.dsps@gcccd.edu

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

8-6

8-5

8-5

8-5

9-1

n/a

Notes to applicants

Friendly Face, someone who smiles, who is patient, kind and compassionate.

We need Front Office Coverage for at least 15 hours per week. Provide cart service to students with
disabilities during work hours. Participate in Outreach Events on campus to represent department.

Job Skills and/or Experience Required

Communicaton, Organization and General Office Software Skills.
Be able to multi task; answer phone, book student appointments, general customer
service problem soloving skills.

Knowledge or be able to learn Disability Services and explain them to students.
Knowledge of FERPA ( Student Confidenality)

Duties Performed

General Clerical Duties
Paperless filing system

Cart Service

Additional Projects as needed

Keith Turner 05/02/22

Dean’s/Manager’s Name Date

Revised 12/18/18
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We need Front Office Coverage for at least 15 hours per week.  Provide cart service to students with disabilities during work hours. Participate in Outreach Events on campus to represent department. 




	undefined_2: Communicaton, Organization and General Office Software Skills.  

Be able to multi task; answer phone, book student appointments, general customer service problem soloving skills.



Knowledge or be able to learn Disability Services and explain them to students.

Knowledge of FERPA ( Student Confidenality)


	undefined_3: General Clerical Duties

Paperless filing system

Cart Service

Additional Projects as needed
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