Work Study Position

Department: Enrollment
Position: Enrollment Caller
Listed below are a few of the responsibilities associated with the position of: Enrollment Caller.
· Contact prospective students.
· Data entry of transcript evaluation information.
· Package recruiting materials.
· Assist with filing, typing, copying and sending faxes.
· Assist with errands such as pick-up or delivery of supplies and or office supplies.
· Perform email counseling.
· Stuff envelopes with recruiting packages.
· Answer telephones and take messages.
· Perform other duties assigned.
· Submit hours worked in Web Advisor each week, on time.
· Provide supervisor with a Work Study Referral form each quarter.
· Students may or may not perform all duties listed per supervisor’s request.

General Qualifications: 

· Must be a Life University student that has been awarded work study funds

· Must present a valid work study award letter to HR and hiring department

· Must pass interview and specific requirements associated with the work study position.

· Must pass all HR hiring requirements

Send all requests to: hr@life.edu  along with a copy of your award letter, name, email, phone number and position you’re interested in.  Someone from HR will contact you. 

Thank You!
