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                                                                            STUDENT JOB OPPORTUNITY
	

	JOB TITLE:  Office Assistant


	DEPARTMENT:  Facilities Management


	CONTACT PERSON/EMAIL/PHONE #:   Joe Yurkovic, yurkovjp@etown.edu, 361-1478
TO APPLY:   Fill out application at the Brown Building (Facilities Management) or e-mail Joe Yurkovic for an application.


	STUDENT JOB DESCRIPTION:  Answer phone calls, file, assist the office staff as needed.
QUALIFICATIONS: Choose all that apply from this list:
· Ability to prioritize multiple tasks in a fast-paced environment.

· Strong organizational skills and attention to detail.

· Exceptional customer service skills.

· Excellent written communications skills.

· Excellent oral communication skills.

· Proficient with Microsoft Office (Word, Excel, Access, Publisher)

PHYSICAL DEMANDS
· Regularly required to talk and hear; verbally express information or instructions.

· Occasionally required to lift up to 25 pounds and carry a distance of 10 feet.



	HOURS and/or HOURS PER WEEK REQUIRED:  Student employee hours may vary according to their schedules. Office hours are M-F, 7AM-4PM.


	PAY RATE:  $7.50 / hour


	SPECIAL SKILLS NEEDED (for example—drivers license/van training, CPR, etc.): Drivers license and van training would be helpful.
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