
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: Clerical Assistant - FWS II
	Hourly Rate: 16.52
	Number of Students Requested: 1
	Total Number of Hours Covered: 10
	Department Name: CTE Division Office
	Building  Room Number: E-105
	Name of WorkStudy Supervisor: Vicki VanStone
	Phone Number: 6604064
	Email: vicki.vanstone@gcccd.edu
	MondayRow1: 2
	TuesdayRow1: 2
	WednesdayRow1: 2
	ThursdayRow1: 2
	FridayRow1: 2
	SaturdayRow1: 
	undefined: 
	undefined_2: Intermediate level computer skills - knowledge of Microsoft Office, Adobe Acrobat

General office procedures

Attention to detail

Organizational skills

Maintain confidentiality

Good written and verbal communication skills
	undefined_3: Input data into computer; organize files; file documents; scan and save documents to various computer folders; miscellaneous office support.
	Date: 3.24.22
	Fall: Off
	Spring: Yes
	Dean/Manager Print Name: Larry McLemore


