Work Study Position

Department: Mailroom/Purchasing
Position: Student Purchasing/Mailroom Clerk
Listed below are a few of the responsibilities associated with the position of: Student Purchasing/Mailroom Clerk
ESSENTIAL JOB FUNCTIONS 

· Process outgoing mail
· Deliver and pick up mail and packages
· Assist with answering phones, taking messages, assisting visitors, some computer work, faxing and filing
· Perform other duties as assigned for supervisor
· Submit hours worked in Web Advisor on time, each week
· Provide HR and supervisor with work study referral form each quarter before working
Job Specific Qualifications: 

Must be a Life University student who has been awarded work-study funds. 

PHYSICAL DEMANDS  

1.  Must be able to lift up to 44 lbs. 

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 along with a copy of your award letter, name, email, phone number and position you’re interested in to the email listed on the posting.  

Thank You!
