COLLEGE

SET YOUR COURSE

2021-2022 FEDERAL WORK STUDY JOB REQUEST FORM

INSTRUCTIONS FOR SUPERVISORS: ALL FWS positions require this form including renewal
positions! Please Complete and submit this form to VC Financial Aid using Adobe E-sign. All job requests will
require approval by your Dean or Division VP.

Name/Title of Staff Veronica Allen Name of Direct
member submitting Student Services Supervisor for Leticia Canales
request: student(s):
Student name/ 900# FWS Position Title:
(If you want to re-hire) Student Assistant
Location duties willbe | [y]VC Are multiple students| K1Y
performed (check all O VCEC needed for your ON
that apply) O REMOTE *requires approva| position? # of students requested: 3
Hourly Rate: MAssistant  ($14.00) Start date:
CSpecialist ($14.35) o
Days/Hours needed: [ Mon [ Thurs Position Duration: [J1 Semester
(Max 20 per week) [ Tues O Fri (Academic Yearis | K]FA/SP
0 Wed [1Sat 7/01/21-6/30/22 X1 FA/SP/SU *needs approval

Job Requirements

Resume required: Xy GPA Minimum: 2.0
ON
Interview Required: ay Other:
ON
List Education/Training | (Required skills: typing, computer skills, major, etc.)
required:

Computer skills

Job Description

Role and Responsibilities (be specific): polite, respectful, reliable, confident
Duties most frequently performed:
Customer service, answering telephones, make appointments,

Machines/Equipment used: computer and telephone
Preferred skills:

Student access required (banner,
skype, outlook, phones, etc:):

By E-signing below, the Department Manager/ Supervisor approves of the job position requested on this form.

Dept. Sup. Name: Leticia Canales Phone number: 805 289- 6064

E-signature: Y otivia Canaloe Oct 18,2021




