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= Caldwell Community College and Technical Institute

(Al

CC I Financial Aid Office + Phone: 828-726-2713 « Fax: 828-726-2709
Galdwell  Watauga + Online 2023-24 Federal Work Study Position Description
Position Title:

Office Assistant

Supervisor Name:
Cindy Richards

Department:
Transitional Studies

Supervisor Phone Number:
828-726-2273

Physical Job Location (room/building):
G-Bldg Upstairs

Approximate Hours Per Week:
flexible

Position Requirements

Strong work ethic--be on time, adhere to schedule, call ahead when can't work
Willing to try new things

Self-Starter but asks questions when in doubt

Must be respectful of confidential records

Computer skills--may need to type documents for instructors

Must show respect for our students

Be professional

Primary Job Duties

Lots of filing of various documents in records room
Assist instructors with requests

Deliver and run mail

Take care of graduate bulletin board

Keep forms replenished and packets

Keep copier filled with paper, ordering paper when running low, putting paper on shelves when it
arrives

Keep copy room tidy & supplied with items

Interact with print shop, submit orders, pick up orders
Answer phone if/when necessary

Assist with anything that may be requested

Make copies

Shred
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