CUYAMACA COLLEGE

900 Rancho San Diego Parkway, El Cajon, CA 92019

Federal Work Study Job Request

Position Information

Job Title: Front office assistant

Number of Students Requested: 1_ Total Number of Hours Covered: 19-20

Department Contact Information

Department Name: Health and Wellness Services

Phone Number: (619) 660-4346

Requested Work-Study Hours

Term Requested:

X

Fall Spring
Hourly Rate: $16.00

(Based on District Pay Schedule )

Building & Room Number; I-134
Name of Work-Study Supervisor; Julia Chavez, RN MSN

Email: Julia.chavez@gcccd.edu

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

X

X

X

X

X

Notes to applicants

Front Office Assistance with checking in students requiring either a visit with
Registered Nursing or Mental Health Counseling Services

Job Skills and/or Experience Required

Customer service skills, answering phone calls, taking simple messages. Checking in
students at the front desk.

Duties Performed

Work study student will be assigned to the front office desk, answering phone calls,
taking messages, and checking in students for appointments with Registered Nursing
and or Mental Health Counseling. On some occassions, student will assist with
in-reach and out reach events for Health Services.

Julia P Chavez 11/13/24

Dean’s/Manager’s Name Date
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