Open Federal Work-Study Positions Fall 2010
	Position
	Department
	Short Description
	Skills Needed
	Supervisor
	Ph. No.
	Location
	Must be in Program to Apply

	Technician Assistant
	Computer Engineering

Technology
	Maintain department equipment
	Knowledge of software/hardware;

Critical thinking skills


	James Parker
	910-362-7452
	North Campus

NB-231
	YES

	Student Assistant
	Humanities & Fine Arts
	Clerical responsibilities
	Punctual; detail-oriented; organized; able to type well
	Robert Sutton
	910-362-7133
	Downtown
S-511-B
	

	Student Assistant
	Humanities & Fine Arts
	Typing; Excel; Record Keeping
	Computer and Microsoft Proficiency
	L. Karen Brown
	910-362-7236
	Downtown
S-200-D
	

	Library Page
	LRC
	Sort, shelve books according to Library of Congress Classification System; maintain order of collections; clerical
	Positive attitude towards public svc; customer svc skills; self-motivated; organized; accept on-the-job training
	Cathy Burwell
	910-362-7456
	Downtown
Library
	

	Assistant
	Humanities & Fine Arts
	Administrative/

Clerical
	Computer proficiency
	Frank Carter/Melissa Moon
	910-352-4326

910-362-7439
	Downtown

S-200-J
	

	Sculpture Lab Assistant
	Humanities & Fine Arts
	Maintain classroom; check oxy-Acetylene gauges; set up materials; displays
	Comfortable working around tools and have physical ability for lifting; able to work a regular schedule
	Frank Carter
	910-362-7237
	Downtown
A-109
	Yes, preferably in Art Dept/ Sculpture

	Grant Development Work-Study
	Foundation
	Administrative tasks
	Mature; detail-oriented; communication skills; respect confidential material; computer proficient  
	Valeria Clemmons
	910-362-7373
	Downtown
G-112
	

	Public Information Assistant
	Public Information Office
	Writing; Proofreading; Photography; other Administrative Tasks as assigned
	Must have positive attitude; Excellent verbal & written communication skills; detail-oriented; computer proficiency
	David Hardin
	910-362-7020
	Downtown
G-110
	

	Public Health & Safety Clerical Support
	Continuing Education
	Clerical support for Nurse Aid, EMS
	Computer proficiency; communication skills; punctual; adhere to confidentiality laws
	Barry Hood
	910-362-7180
	North Campus
NA-241
	90-day probation-

ary period

	Technical Assistant
	Child Development Center
	Assist with administrative and classroom duties; interaction with children
	Dependable; positive attitude; flexibility
	Leslie King
	910-362-7336
	Downtown 
L-100
	

	Student Assistant, Serials
	LRC/Technical Services
	Assist with daily operations of serials area of library & other clerical
	Detail-oriented; dependable; able to move and lift 50 lbs; computer proficiency
	Deanna Lewis
	910-362-7039
	Downtown
LRC L-206
	

	Activities/Athletic Work-Study
	Student Activities/Athletics
	Administrative tasks
	Good work ethic; accept on-the-job training
	Robert McGee
	910-362-7191
	Downtown 
L-112-A
	

	Assistant-Receptionist
	Continuing Education/HRD
	Administrative tasks; customer service
	Computer proficiency; customer service experience; out-going personality; adaptable
	Gloria Moore
	910-362-7324
	Downtown
C-Bldg
	

	Foundation Work-Study
	Foundation
	Administrative tasks
	Great people skills; detail-oriented and organized; computer proficiency
	Kay Warren
	910-362-7331
	Downtown
G-112
	

	Office Tech
	Public Service
	Administrative tasks
	Customer service; sales experience; computer proficiency; communication; pleasant attitude; flexibility
	Diane Withrow
	910-362-7072
	Downtown
S-511
	Preference given to HRM or CUL students

	Assistant Secretary
	Leisure/Recreational
	Administrative Tasks
	
	Marjorie Spearman
	910-362-7326
	Downtown
T-109-C
	

	Registration/Front Desk Clerk
	The Learning Lab
	Administrative Tasks
	Computer proficiency; communication skills; willingness to accept on-the-job training; reading and writing comprehension skills
	Lori Williams
	910-362-7476
	Downtown
L-218

North Campus

NA-113
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


