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IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2025-2026

Job title: Student Assistant/ Clerical Assistant (1)

Pay Rate: § 16.90/hr.

Agency: Imperial County Office of Education-Alternative Education

Employment site: Alt Ed Administration Office - El Centro

Address: 253 E. Ross Avenue, El Centro, CA 92243

Job skills and qualifications required:

Strong Verbal Skills. Must be able to read, write and speak English. Basic knowledge of office

equipment (fax machine, copy machine, phone system). Computer software/program

projects and other duties as assigned.

Job duties/Description:

Works with administration staff providing clerical support. Duties may include but are not limited to

assisting and directing visitors, typing, filing, answering phones, scheduling appointments, special

projects and other duties as assigned.

Contact Supervisor: Monalisa Vitela/Cynthia Truijillo

Phone number: 760-312-5525

Total hours per week: 15 (max 15 hours)

Preferred work schedule:

Days: Monday Tuesday Wednesday  Thursday Friday

Hours: 8am-5pm 8am-5pm 8am-5pm 8am-5pm 8am-5pm
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For Office Use Only

Date Received 01/02/2026 Dept. Code ZEOO2 Fund FAWS

Number of positions 1
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