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Federal Work Study Position Job Description: 

Admissions 

 

Description:  Perform routine entry-level office functions and assist supervisor as needed with various campus functions or 
special events. 

Possible Tasks:   

• Answer phones 
• Greet students and other visitors 
• Running campus errands   
• Mail distribution 
• File documents   
• Shred documents 
• Prepare mail-outs 
• Make copies 
• Light cleaning 
• Occasional campus tours 
• Other duties as assigned 

Essential Qualifications:   

• Must meet criteria for Federal Work Study program, and must maintain semester and overall grade                    
point average of 2.0 and meet the standards of Ozarka’s Satisfactory Academic Progress (SAP) policy to retain 
the Federal Work Study position. 

• Customer service oriented: helpful, friendly, and cooperative  
• Dependable 
• Follows instructions well  
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