
03/24 

Days:  Monday Tuesday Wednesday  Thursday Friday 

Hours: ________  ________ ________ ________  ________ 

**************************************************************************** 
For Office Use Only 

Date Received____________  Dept. Code____________          Fund________________    

IMPERIAL VALLEY COLLEGE 
FINANCIAL AID OFFICE 

WORK-STUDY JOB 
DESCRIPTION FORM 2024-2025 

Job title: ___ __________Student Assistant/__________________________________________ 

Pay Rate: $ 16.00/hr. 

Agency: _______________________________________________________ 

Employment site: ________________________________________________ 

Address: _______________________________________________________ 

Job skills and qualifications required: 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Job duties/Description:  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

________________________________________________________________________________ 

Contact Supervisor: ___________________________________________  

Phone number: __________________________  

Total hours per week: _____________ (max 15 hours) 

Preferred work schedule:  

Number of positions________________    


	Job title: COPY PRINT/OFFICE ASSISTANT
	AgencyDepartment: IVC-REPROGRAPHICS DEPARTMENT
	Employment site: IMPERIAL VALLEY COLLEGE
	Address: 380 E. ATEN ROAD, IMPERIAL, CA 
	Job skills and qualifications required 1: Ability to operate copier, computer, lift heavy boxes (30 pounds), follow instruction, pay attention to 
	Job skills and qualifications required 2: detail and provide customer service. Assist with set up of events as needed. 
	Job skills and qualifications required 3: No previous experience necessary, driver’s license preferred but not required.  
	Job skills and qualifications required 4: 
	Job dutiesDescription 1: Take copy orders from customers and complete them as they instruct. Assist customers with printing. 
	Job dutiesDescription 2: Complete copy orders from the service desk. Make deliveries to areas around campus when necessary. 
	Job dutiesDescription 3: Stock shelves with paper and coordinate by color. Refill copier paper trays when necessary. Bind, glue 
	Job dutiesDescription 4: and/or cut documents as requested. Assist in setting up for events when needed. 
	Supervisor Contact person: YETHEL ALONSO
	Phone number: 760-355-6374
	Total hours per week: 15
	Hours: 9-1
	Tuesday: 9-1
	Wednesday: 9-1
	Thursday: 9-1
	Friday: 9-1
	Text1: 3/31/2025
	Text2:   ZL122
	Text69:     FCWS
	Text70:           1


