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IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2025-2026

Job title: Student Assistant/ Math and Science Office Assistant

Pay Rate: § 16.50/hr.

Agency: Imperial Valley College

Employment site: Imperial Valley College Math and Science Department

Address: 380 E. Aten Road, Imperial, CA 92251

Job skills and qualifications required:

General clerical experience preferred. Microsoft office application knowledge, typing skills, good

communication skills. Must have some knowledge on how to use a copier, multi-line telephone and

other office equipment. Must possesses proper telephone etiquette, and customer service skills.

Job duties/Description:

Greet students and the public, direct the public and students to the propers offices on campus. Answer

and direct calls to proper department faculty and staff. Assist department staff and faculty in basic

clerical tasks. Deliver correspondence to other departments, input data entry, take inventory, and

create general correspondence, create files, make copies and other clerical duties as assigned.

Contact Supervisor: Silvia Murray in my absence Elvia Camillo will be the supervisor

Phone number: 760-355-6201/760-355-6144

Total hours per week: 15 (max 15 hours)

Preferred work schedule:

Days: Monday Tuesday Wednesday  Thursday Friday

HourS' 8:00 am - 5:00 pm 8:00 am - 5:00 pm 8:00 am - 5:00 pm 8:00 am - 5:00 pm 8:00 am - 5:00 pm
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