
Work-Study On-Campus Job Description form 

Quarter(s)Needed:

Hiring Department: 

Contact: 

Preferred method of contact:

Number of open Positions: 

Hours needed: 

Job Duties: 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

Minimum Qualifications: 

__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________

__________________________________________________________________________________________

Student Financial Aid & Veterans Affairs 

financialaid.central@seattlecolleges.edu

Direct: 206-934-3844 

1701 Broadway BE 1104-C 

Seattle, WA 98122-2413 

Educational Benefits:

Enhance time management and organizational skills applicable to academic success.
Develop professional communication and interpersonal skills.
Gain hands-on experience in a real-world work environment, complementing academic learning.
Learn to balance multiple responsibilities, preparing for future career demands.
Receive mentorship and guidance from department staff, offering insights into potential career paths.
Opportunity to apply classroom knowledge in a practical setting, reinforcing academic concepts.

mailto:Dawn.Williams@seattlecolleges.edu

	Job Duties 1: Assisting the Administrative Assistant in the President's Office and other stakeholders. 
	Job Duties 2: Front Desk Reception (answering calls/questions, greeting guests) organizational and clerical support tasks.
	Job Duties 3: Handle confidential information with discretion and integrity.
	Minimum Qualifications 2: Current Work Study Student. 
	Minimum Qualifications 3: Availability to work Monday-Thursday.
	Minimum Qualifications 4: No prior administrative experience is required; we are looking for individuals who demonstrate a strong sense of responsibility, a willingness to learn, and a positive attitude.
	Hiring Department: President's Office
	Contact: Alexis.Mccamey@seattlecolleges.edu
	Method of contact: Email/Office Phone
	Number of positons: 1
	Hours needed: Flexible, based on student schedule.
	Quarters needed: Fall
	Minimum Qualifications: 


