Work Study Position

Department: CHOP/Outreach Clinic
Position: Office Assistant
One position is located at Marble Mill and the other position is located at Turner Chapel.  Both positions are considered on campus employment. 
Listed below are a few, key of the responsibilities associated with the position of: Office Assistant
· Assist with filing, typing, and copying, mailing and faxing documents
· Greet visitors at front desk

· Assist with office errands (as needed)
· Answer phone and take messages
· Basic computer/data entry work
· Assist with special projects as needed
· Submit payroll in Web Advisor each week, on time
· Provide supervisor and HR with an Award Letter each year
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!
