COLLEGE OF

MARIN

FEDERAL WORK STUDY JOB DESCRIPTION

DEPARTMENT: Student Health Services JOB TITLE: Student Assistant

BUILDING/CAMPUS: Portable 6/ Kentfield

ESSENTIAL FUNCTIONS AND DUTIES:

. Educate and assist with COM Cupboard pantry

° Clean and disinfect work areas such as door knobs, desks, chairs, sinks, etc.

° Remove garbage, recycling, help maintain a clean environment

° Record OTC use, refill as needed

. Assist with organization and restocking of supplies

° Answer phones and take messages when needed

° Assist with scheduling appointments and provide patients with appropriate forms
° Assist with campus activities as needed

ABILITIES/SKILLS/DESIRABLE KNOWLEDGE REQUIRED:

° Knowledge of HIPAA

° Excellent communication skills

° Bilingual desirable

° Experience in or desire for healthcare related field

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 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: LISa@ Tostenson

EMAIL: ltostenson@marin.edu PHONE#: 415-485-9458

STUDENT’S ALTERNATE SUPERVISOR: BO Buckley

EMAIL: bbuckley@marin.edu PHONE#: 415-485-9458

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)



	DEPARTMENT: Student Health Services
	JOB TITLE: Student Assistant
	BUILDINGCAMPUS: Portable 6/ Kentfield
	undefined: Educate and assist with COM Cupboard pantry
	undefined_2: Clean and disinfect work areas such as door knobs, desks, chairs, sinks, etc.
	undefined_3: Remove garbage, recycling, help maintain a clean environment
	undefined_4: Record OTC use, refill as needed
	undefined_5: Assist with organization and restocking of supplies
	undefined_6: Answer phones and take messages when needed
	undefined_7: Assist with scheduling appointments and provide patients with appropriate forms
	undefined_8: Assist with campus activities as needed
	undefined_9: 
	undefined_10: Knowledge of HIPAA
	undefined_11: Excellent communication skills
	undefined_12: Bilingual desirable
	undefined_13: Experience in or desire for healthcare related field
	undefined_14: 
	M: TBA
	TU: TBA
	W: TBA
	TH: TBA
	F: TBA
	Check Box No: Yes
	Check Box Yes: Off
	STUDENTS SUPERVISOR: Lisa Tostenson
	STUDENT'S ALTERNATE SUPERVISOR: Bo Buckley
	EMAIL: ltostenson@marin.edu
	SAS EMAIL: bbuckley@marin.edu
	PHONE1: 415-485-9458
	PHONE2: 415-485-9458


