COLLEGE OF

MARIN

FEDERAL WORK STUDY JOB DESCRIPTION

DEPARTMENT: Welcome Center/Enrollment Services JOB TITLE: Office Support

BUILDING/CAMPUS: Welcome Center- Kentfield

ESSENTIAL FUNCTIONS AND DUTIES:

. Provide support at the Welcome Center reception area and greet people as they enter.

. Direct people to the correct department and assist at the computer kiosks with COM application, FAFSA application, etc .
° During registration period, assist students with enrolling in classes.

° During peak registration period, may assist with issuing COM ID cards at the Welcome Center.

° Assist with scanning Enroliment Services documents to Laserfiche.

. Assist ES Associates with special projects.

. Assist as needed in the planning/or set up of special activities/events such as financial aid workshops.

° Other duties as assigned.

ABILITIES/SKILLS/DESIRABLE KNOWLEDGE REQUIRED:

° Fluency in a language other than English.

° Be willing to provide assistance and effectively relate with people of diverse cultural, social, and educational backgrounds.
° Must be available to work consistently between 10-25 hours per week.

° Be familiar with Excel, Word, etc .

Estimated Hours needed:
e M:__TpA TU__TBA w:_ TBA 4. TBA R

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: EMY Bagtas

EMAIL: ebagtascarmona@marin.edu PHONE#: 415 485-9408

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 Enroliment Services)
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