CUYAMACA COLLEGE

900 Rancho San Diego Parkway, El Cajon, CA 92019
Federal Work Study Job Request

Position Information

Job Title; DSPS Assistant Term Requested: X Fall > Spring

Number of Students Requested:z_ Total Number of Hours Covered:_30 Hourly Rate: $16.52

Department Contact Information (Based on District Pay Schedule )

Department Name: DSPS Building & Room Number; €114

Name of Work-Study Supervisor: Maico Moreno

Phone Number: (619) 660-4394 Email: Maico_moreno@gcccd.edu
Requested Work-Study Hours
Monday Tuesday Wednesday Thursday Friday Saturday
8 5 5 8 4 0

Notes to applicants

This role is a unique opportunity to make a real impact at Cuyamaca College's High Tech Center!
As a student hourly worker, you'll gain valuable hands-on experience supporting fellow students
with disabilities, helping them navigate college systems and providing essential campus services.
This role offers a great way to build your skills in a welcoming and inclusive environment. If
you're passionate about accessibility and eager to support others, we'd love to hear from you!

Job Skills and/or Experience Required

Strong communication and interpersonal skills

Organizational skills and attention to detail

A valid CA driver’s license and proof of insurance

Familiarity with campus navivation

Proficiency in computer systems, including Microsoft Office Suite, Self-Service, and Canvas.

Ability to provide clear technical support and guidance to students with diverse needs

Experience in a customer service or administrative role, preferably in an educational or support services
setting.

Duties Performed

Front Desk Reception: Greeting students, answering phone calls, scheduling appointments, and managing walk-in
inquiries.

Administrative Support: Filing documents, maintaining student records, data entry, and creating correspondence.
Cart Service: Providing safe, reliable transportation across campus to ensure accessibility and timely arrival to
classes and services.

Computer Assistance: Provide computer assistance to DSPS students, helping them navigate college systems like
Self-Service and Canvas, as well as offering support with basic online functions and the Microsoft Office Suite.

Sade Burrell Ed.D. 11/14/24
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