Five Colleges, Incorporated
Job Description

[DATE]
Job Title:
[Job Title], Summer


Status:
Non-exempt, no benefits, average 20 hours/week (not to exceed 25 hours/week) for approximately 12 weeks
Pay Rate:
$8.25/hour
Employee:
[Student Name]
Supervisor:
[Supervisor Name, Supervisor Title]


General Statement of Duties:

Provide general support to Business Office Coordinator and Coordinator of the FC Public School Partnership, as directed, including in the first case answering telephones, photocopying, some organization of documents and files, and assisting with mailings and other projects, and in the second case, organizing and archiving documents/files and some preparation of documents. Assist business office staff members and additional colleagues as coordinated by primary supervisor.  
Minimum Qualifications:

· Proficiency in office software, copiers, and telephones.

· Pleasant and welcoming manner on telephone and in person.

· Excellent attendance.

· Ability to work independently and complete projects efficiently.

· Attention to detail and neatness.
· Ability to lift, carry, and handle up to 50 pounds.  

· Ability to climb stairs 
