Community & Technical College

HIGHER EDUCATION BEGINS HERE 2011 _ 2012
FEDERAL WORK-STUDY
JOB DESCRIPTION

Department: ____Humanities
Campus: Cooper
Supervisor: Beth Healander

Contact I nformation:

Name: ______ Beth Healander
Building: _ Cooper AT Building
Room: 101 |

Phone: _ 859-246-6355

Brief Job Description:

Copy documents, file per sonnél infor mation, small for matting jobs,
deliver mail, put up signs, field student questions,

Preferred qualifications. __ basic understanding of office procedures,
organizational skills, basc MSWord skills

Number of positions. 2 student workers / 10 hours a week

BCTC is an equal opportunity employer and education institution



