\\\llf/,/

B '
IMPERIAL VALLEY COLLEGE
FINANCIAL AID OFFICE

WORK-STUDY JOB
DESCRIPTION FORM 2025-2026

Job title: Student Assistant/ Office Assistant

Pay Rate: § 16.50/hr.
Imperial Valley College - Economic & Workforce Development Division -
Agency: Business Dept - Computer Information Technology and Digital Design & Production Programs

Employment site: Imperial Valley College - 800 Building

Address: 380 E Aten Rd, Imperial, CA 92251

Job skills and qualifications required:

Experience with graphics and social media. General knowledge of computers. Basic computer skills.

Experience with Word, Excel, and other programs. Some typing skills. Successfully completed

at least one Computer Information Technology (CIT) course at IVC. Great organizational skills.

Customer service skills. Responsible. Willing to learn. Able to lift and carry heavy boxes and other items

Job duties/Description:

General office assistance in the Business Dept. Assist the department chair with special projects and

tasks. Assist with graphic designing. Produce marketing materials, including for social media. File,

organize, copy, scan, type, and make phone calls. Lift and move boxes and other items. Run errands on

campus. Basic office cleaning. Help at outreach events. Sometimes help in other areas of EWD Division.

Contact Supervisor: Andres Martinez

Phone number: 760-554-7949

Total hours per week: 15 (max 15 hours)

Preferred work schedule:

Days: Monday Tuesday Wednesday  Thursday Friday
Hours: 8-5 8-5 8-5 8-5 8-5
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Date Received 7/24/2025 Dept. Code ZL152 Fund FCWS

Number of positions 1
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