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IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2025-2026

Job title: Student Assistant/
Pay Rate: § 16.50/hr.

Agency: IVC TRIO Department (Upward Bound & Talent Search)

Employment site: Imperial Valley College Building 2400

Address: 380 E. Aten Road, Imperial CA 92251

Job skills and qualifications required:

Typing Skills

Computer skills

Friendly approach with good customer service skills

Fluent in Spanish

Job duties/Description:

Data Entry

Calling students and coordinating appointments with project counselors or staff

Greeting students or office visitors and to provide them with the required assistance

Filing and organizing office documents

Contact Supervisor: Luis Torres (please email resume to luis.torres@imperial.edu)

Phone number: 760-355-6256

Total hours per week: 15 (max 15 hours)

Preferred work schedule:

Days: Monday Tuesday Wednesday  Thursday Friday
Hours: 3 3 3 3 3
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For Office Use Only

Date Received 6/30/2025 Dept. Code ZL107/ZL10¢ Fund FCWS

Number of positions 3

05/25
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