
05/25 

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 2025-2026 

Job title: ___ __________Student Assistant/__________________________________________ 

Pay Rate: $ 16.50/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: Student Support Assistant
	AgencyDepartment: Disability Support Program and Services
	Employment site: Imperial Valley College
	Address: 380 E. Aten Rd., Imperial CA, 92251
	Job skills and qualifications required 1: Knowledge: Oral and written communication skills.  Telephone etiquette.  Operation for computer equip
	Job skills and qualifications required 2: word processing and spreadsheet applications. Bilingual skills and/or knowledge is a plus. Desirable, but
	Job skills and qualifications required 3: not required qualifications: experience working with students with disabilities.  Essential that workstudy 
	Job skills and qualifications required 4: student is reliable and on time and support dsps students with compassion, patience and confidentiality
	Job dutiesDescription 1: Operate computer, copier and other office equipment related to assignment. Greet, assist and provide 
	Job dutiesDescription 2: information to staff, general public and disabled students. Direct, guide and walk students to other depts.
	Job dutiesDescription 3: Speaking with students on phone or zoom to document needs and concerns. Assist students who are 
	Job dutiesDescription 4: blind, low vision or physically unable to read or write and assist with registration.
	Supervisor Contact person: Norma Y. Gonzalez
	Phone number: 760-355-6313
	Total hours per week: 15
	Hours: 8am-5pm
	Tuesday: 8am-5pm
	Wednesday: 8am-5pm
	Thursday: 8am-5pm
	Friday: 8am-5pm
	Text1: 6/25/2025
	Text2: ZL032
	Text69: FCWS
	Text70: 2


