CUYAMACA COLLEGE

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

Position Information

Job Title: Front Desk Assistant

Number of Students Requested: 4_ Total Number of Hours Covered: 19

Department Contact Information

Department Name; Tutoring

Name of Work-Study Supervisor; Yeronica Nieves

Phone Number: (619) 660-4556

Term Requested: X Fall

X

Spring
Hourly Rate: $16.00

(Based on District Pay Schedule )

Building & Room Number; H100/B167

Email: Veronica.nieves@gcccd.edu

Requested Work-Study Hours

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

9am-3pm

9am-3pm

9am-3pm

9am-3pm

9am-3pm

N/A

Notes to applicants

Please note that training will be provided for position duties.

Job Skills and/or Experience Required

Basic computer skills

Duties Performed

Assist students by making appointments using our specialized scheduling software,
checking students in for their tutoring appointments, answering phones using multiple
phone lines, assisting students with computer issues and other special projects as

needed.

Jessica Hurtado Soto

Dean’s/Manager’s Name

08/05/24

Date

Revised 12/18/18
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