
Position Information 

Job Title:   Term Requested:   Fall  Spring 

Number of Students Requested:  Total Number of Hours Covered:  Hourly Rate: 

(Based on District Pay Schedule ) 

 Department Name:   Building & Room Number: 

Name of Work-Study Supervisor: 

Phone Number:   Email: 

Requested Work-Study Hours 

Monday Tuesday Wednesday Thursday Friday Saturday 

Notes to applicants

Job Skills and/or Experience Required 

Duties Performed 

Dean’s/Manager’s Name Date 

CUYAMACA COLLEGE 
900 Rancho San Diego Parkway, El Cajon, CA 92019 

Federal Work Study Job Request 

Revised 12/18/18

 Department Contact Information 

initiator:Carrie.Valdez@gcccd.edu;wfState:distributed;wfType:shared;workflowId:86324d77db28754e80891bf2f96b14ec


	Job Title: Financial Aid Outreach
	Hourly Rate: 16.52
	Number of Students Requested: 2
	Total Number of Hours Covered: 24
	Department Name: Financial Aid & Scholarships
	Building  Room Number: A300
	Name of WorkStudy Supervisor: Shirley Hughes
	Phone Number: 619-660-4313
	Email: shirley.hughes@gcccd.edu
	MondayRow1: 9-3
	TuesdayRow1: 9-3
	WednesdayRow1: 9-3
	ThursdayRow1: 9-3
	FridayRow1: 
	SaturdayRow1: 
	undefined: Please send resume to Shirley Hughes at shirley.hughes@gcccd.edu to be considered for an interview. Provide your available work hours for Monday - Thursday

email subject line: Financial Aid Outreach position
	undefined_2: Intermediate or higher level English communication skills both verbal and written
Microsoft office computer skills and other graphic software at intermediate or higher level proficiency 
At least one year of work experience in an office environment or customer service environment
Ability to work patiently with diverse populations and maintain strict confidentiality 
Experience with modern office practices and equipment, including telephone techniques/etiquette
Experience and sensitivity to working with diverse populations


	undefined_3: Provide verbal and written guidance to students, faculty, staff, other campus personnel and the public on a daily basis on financial aid and scholarship application processes via in-person, by phone, virtual or email
Assist with and provide support for classroom & community presentations on financial aid and scholarship processes in-person or virtual
Assist in composing correspondence and in the development of financial aid publications or materials for use on handouts, social media and website
Assist staff with various office duties & data entry on a daily basis including answering phones and making appointments
	Date: 08/22/22
	Fall: Yes
	Spring: Yes
	Dean/Manager Print Name: Ray Reyes


