COLLEGE OF

MARIN

FEDERAL WORK STUDY JOB DESCRIPTION

DEPARTMENT: OUTREACH/SCHOOL AND COMMUNITY PARTNERSHIPS JOB TITLE: STUDENT AMBASSADOR

BUILDING/CAMPUS: Kentfield

ESSENTIAL FUNCTIONS AND DUTIES:

. Manage the reception desk, greet visitors to the Welcome Center.

° Provide information and navigational support, answer Phones and return emails.

° Assist students with Student Success steps including information sessions, COM Application,
° registration, MyCOM Portal set up and FAFSA support.

° Assist as needed in planning and implementation of specail activities such as College Success
. Saturday and Super Saturday Services.

° Represent the College of Marin at college events, career fair, school visits and other programs.
° Lead campus tours.

° Provide event and logistical support for Student Services departments as needed.

ABILITIES/SKILLS/DESIRABLE KNOWLEDGE REQUIRED:

° Must be available to work consistently between 10 to 25 hours per week, including an occasional
° evening and weekends.

° Fluency in Spanish, or language other than English desirable.

° Must have computer skills and be able to use email, Microsoft Word and Excel.

Estimated Hours needed:
e [M:TBA TU: TBA W: TBA TH: TBA F: TBA

Will the student have access to or handle confidential records or information? Yes @ No|:’

If ‘Yes’, the student will be required to pass a Live Scan background check.

Note: Positions that require access to or handle confidential records/information will be reviewed by the Dean of
Enrollment Services.

STUDENT’S SUPERVISOR: Julian Solis

EMAIL: jusolis@marin.edu PHONE#: 415 457-8811 ext. 7663

STUDENT’S ALTERNATE SUPERVISOR:

EMAIL: PHONE#; 415 457-8811 ext. 7663

HOW TO APPLY: If you wish to apply for this position, please email the supervisor listed above and attach the
following: Cover Letter, Resume and Proof of FWS award (email notification from Enrollment Services)
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