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*** Applicants must be eligible for work study as part of their financial aid package to apply for this position.
Department:  Financial Aid

Job Description:  Work Study Student
a. Duties: Scanning documents, filing, review files, answering phones, assisting walk-ins with general information and directions, purging files, making copies, fold and stuff letters to be mailed.
b. Location: Student Services Office/Financial Aid
c. Department’s function on the EITC Campus:  To assist and provide students with their Financial Aid.
Qualifications:  Office skills, telephone etiquette, filing knowledge, customer service skills, punctual, reliable.
a. Preferred work schedule:  open
b. Preferred work experience: same as qualifications
c. Preferred skills: same as qualifications
d. Preferred character traits: Punctual, reliable, attention to detail.  
e. Other: Must contact supervisor for any changes to students work schedule. 


Salary: $8.50
Work Hours: 10-15 hours per week
Post Date: Monday September 18, 2017 
Closing Date: Until filled

Contact Information:
Tiffany Cleverly 
Financial Aid Advisor
1600 S. 25th E.
Idaho Falls, ID 83404
[bookmark: _GoBack]tiffany.cleverly@cei.edu
Direct Line: (208) 535-5311
Fax: 208.525.7026
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