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Send completed hourly & student hourly job posting templates to hrep@ccd.edu and 

completed work-study job posting templates to Carol.Hester@ccd.edu.

Job Type:   Hourly  Student Hourly  Work-Study 

Pay Rate:  Center / Department: 

Number of Openings: Supervisor Name:  

 Lowry 

Estimated number of hours each week, if applicable: 

Closing date of posting, if applicable:

Location:   AMC  Auraria 

Application materials required (check all that apply): 

 Cover Letter   Resume  Copies of Transcripts 

 Class Schedule  Work-Study Award Notice 

 Other, please list: 

Please provide a summary of duties & responsibilities: 

mailto:hrep@ccd.edu
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Please provide minimum education, experience, knowledge, skills & abilities required for 

this position: 

Please provide preferred education, experience, knowledge, skills & abilities for this 

position, if applicable: 


	Hourly: Off
	Student Hourly: Off
	WorkStudy: On
	Pay Rate: $10.25
	Center  Department: HR
	Number of Openings: 1
	Supervisor Name: Insert supervisor name
	Estimated number of hours each week if applicable: up to 20 hours
	Closing date of position if applicable: open until filled
	AMC: Off
	Auraria: On
	Lowry: Off
	Cover Letter: On
	Class Schedule: On
	Other please list: Off
	Resume: On
	WorkStudy Award Notice: On
	Copies of Transcripts: Off
	undefined: 
	Text1: The Human Resources work study position reports to the Administrative Assistant III and will provide valuable administrative support to the HR Office Staff. The position will be responsible for providing backup coverage for the front-desk customer service for the Human Resources and Fiscal Services areas.  This includes answering all phone calls and transferring them to the appropriate resource; greeting all walk-in customers and notifying the appropriate staff member for assistance; creating/revising documents and spreadsheets using Word and Excel; filing: responsible for filing documents in file room, assisting with the preparation of folders for various personnel within the HR office and other office related assignments as needed.  

	Text2: Eligible for work-study funds.
Proficiency in oral and written communication.
Ability to work in a fast paced office setting.
Strong customer service skills.
Two or more semesters working in an office setting.

	Text3: N/A


