
 

*Required Fields for Student Posting - other fields are for additional information as needed  

Working Title * Office Assistant  
Position Number * S00001 
Additional users with permission to access the 
posting  

(For anyone needing to see applicants, start HPs 
or to receive the approved to work emails)  

Pay Range * 7.25-8.00 
Posting Information * The Office is a dynamic  and fast -paced office 

that offers a multitude of tasks:  
��  Answering the phone , providing thoughtful 
direction and assistance.  
��  Filing; creating documents; making deliveries 
to other  offices.  
��  Assisting office staff in special projects.  
This position requires an outgoing personality  
that can  easily meet a  variety of people in a 
va


