Work-Study On-Campus Job Description form

Quarter(s)Needed: All

Hiring Department: Central Human Resources
Contact: Shayne Wong

Preferred method of contact: Email

Number of open Positions: 2

Hours needed: 5.1 per week

Job Duties:
First point of contact for new hires; Provide assistance filling out paperwork, including troubleshooting;

Setup SharePoint folders; Send invitations to complete background checks; Tracking data in Excel;

Work primarily through Zoom (though may become hybrid).

Minimum Qualifications:

Experience with Outlook, spreadsheets, and navigating new software. Comfortable using Zoom.

Strong written and verbal communication skills.
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