COLLEGE OF

MARIN

FEDERAL WORK STUDY JOB DESCRIPTION

DEPARTMENT: College Skills - ESL JOB TITLE: Bilingual Spanish ESL Office Dept. Aid

BUILDING/CAMPUS: Academic Center 109 / KTD

ESSENTIAL FUNCTIONS AND DUTIES:

e Assist the College Skills/ESL staff and faculty to support ESL students

e Help ESL students in the ESL office with enrollment and tech/computer issues
e Help students to access and navigate the MyCom Portal, Canvas, and Zoom
e Answer phones, send messages or contact ESL students as needed

ABILITIES/SKILLS/DESIRABLE KNOWLEDGE REQUIRED:

e Must be able to read, speak, and write in both English and Spanish

e Must be able to use and navigate the MyCom Portal, Canvas, and Zoom
° Must work well with others

e Must have sensitivity and understanding for students of all backgrounds

Estimated Hours needed:
e M: 4 Tu: 4 w: 4 TH: 4 F: 4

Will the student have access to or handle confidential records or information? Yes Q 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: LUPE Romo Padilla

EMAIL: GRomoPadilla@marin.edu PHONE#: 415-485-9642

STUDENT’S ALTERNATE supervisor: M€lvin Rocha Rivera

EMAIL: mrocharivera@marin.edu PHONE#: 628-234-7644

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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