Work Study Position

Department: Post Graduate
Position: Seminar Clerk
Listed below are a few of the responsibilities associated with the position of: Seminar Clerk.
· Perform clerical/office duties as needed or requested by full time staff.

· Process license renewal forms.

· Attend mandatory biweekly meetings.

· Act as liaison between office, instructors, students and doctors.

· Register attendees and collect fees as needed.

· Assist in preparation for and maintenance of weekend seminars.

· Set up and breakdown food services area.

· Handle audiovisual equipment set up and breakdown.

Job Specific Qualifications: 

· Ability to work well with others, be well groomed, be self-starter and motivated, professional conduct and wear professional attire.

· Must be able to work weekends!
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 the position you’re interested in.  Someone from HR will contact you. 

Thank You!
