
 

 

 

 

 

POSITION DESCRIPTION 

 

POSITION TITLE 

 

Student Worker – Work Study or Department Funded 

 

APPOINTMENT 

 

Appointed by the Director of Financial Aid or Departmental Leader; approved by the Chancellor. 

 

LINE AND STAFF RELATIONSHIPS 

 

Directly responsible to the Dean/Director of department assigned to. 

 

TERM OF EMPLOYMENT 

 

Temporary 

 

GENERAL POSITION SUMMARY 

 

The Student Worker works with close supervision on assignments from the Dean/Director and/or the 

assigned Support Coordinator/Administrative Assistant for the department. 

 

DUTIES & RESPONSIBILITIES 

 

• May operate word processing and spreadsheet equipment/programs; may type repetitive letters, 

reports, and other correspondence including reviewing material for typographical accuracy and 

format. 

• May file records, reports, correspondence; may establish and maintain files. 

• May pick up department mail for distribution to department staff/faculty. 

• May sort by zip code outgoing mail for post office distribution. 

• Assists supervisor as needed adhering to student worker policies. 

• May assist supervisor with locating, moving equipment and/or supplies. 

• Any other duties requested by Dean/Director. 

 

EDUCATION AND WORK EXPERIENCE 

 

Current semester enrollment at SOWELA Technical Community College. 

 

Report to work promptly and do not leave workstation prior to end of work period without prior approval 

from your supervisor. 

 
 

  

Print Name Signature 

 
 

  

Date HR Signature 
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