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Position Title: 
Department: 
Employment Type:  ☐ Work Study    ☐  Regular Payroll  ☐ Graduate Assistant  
Supervisor Name & Title: 
Start Date: 			End Date:
Target Hours per week: 
Work Location: ☐ On Campus ☐ Off Campus
Number of Openings: 
Paid: Per Hour _$______  Lump Sum _$_____
Position purpose:
 Provide a brief overview of the job and its purpose. You can also include skills the student worker will develop within this role (e.g. data management skills, understanding of financial aid processes)
Example: Assist the Financial Aid Office with front desk operations, document processing, and customer service to support students and ensure efficient office workflow.
Duties and Responsibilities:
· Here you will want to list specific, measurable tasks
· [bookmark: Text29]Example: Greet students and visitors, provide basic information     
Required Qualifications: 
·  Example: Must be enrolled at least half-time
Preferred Qualifications (optional):
· Example: Customer service and professional communication 
I acknowledge the following:
· Student workers may not exceed 20 hours per week during the academic year. If a student is employed in multiple departments, it is the responsibility of all supervisors involved to coordinate schedules to ensure the combined hours do not exceed this limit.
· Please confirm the funding source for the position (e.g., allocated work study funds or departmental budget).
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