Work Study Position

Department: C-HOP Rehab Clinic

Position: Student Rehab Assistant

Listed below are a few of the responsibilities associated with the position of: Student Rehab Clinic. 

· Accurately maintain, retrieve and/or file clinic patient records. 

· Check clinic equipment in and out to student interns and/or clinicians. 

· Interact pleasantly and professionally with co-workers, student interns, faculty clinicians, and patients. 

· Set scheduling and answer department phone correctly and pleasantly, according to scripts provided. 

· Replenish clinic forms and other materials. 

· Maintain the front office areas in a neat, clean and orderly manner. 

· Records timesheet information accurately and in accordance with University procedures. 

· Maintains neat, clean, professional appearance as directed by University policy and/or clinic system policy.  

· Submit payroll or hours worked in Web Advisor each week, on time.

· Provide supervisor and HR with Work Study Award letter each year.
Job Specific Qualifications: 

· Must be enrolled in the Life University Doctor of Chiropractic program
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!
