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2023-2024 
Work Study Position Description 

• 
3028 Lindbergh Ave. Bellingham, WA 98225 • (360)752-8351 • fax (360)752-7151 • FinAid@BTC.edu  

Department:    
Position Title: _______________________ 
Bellingham Technical College  
Address: 3028 Lindbergh Ave. Bellingham, 98229 

Site Supervisor Phone: (360)    -  
Supervisor Phone: (360)     -    
Site Supervisor/Lead: _________________________ 
Site Supervisor Signature: _____________________ 
Supervisor: _________________________________ 
Supervisor Signature: _________________________     

Schedule Guidelines:  
Work Study students may not exceed the award.  
Most awards accommodate 10 hours per week dependent upon 
the student’s Federal Budget.  

10 minute break per 3+ hr shift.  
After 5hrs, ½-hour lunch required. 

I. EDUCATIONAL BENEFITS TO BE DERIVED BY STUDENTS IN THIS JOB:

II. SUMMARY OF JOB:
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III. MINIMUM QUALIFICATIONS:

IV. AVAILABILITY REQUIREMENTS OR EXPECTATIONS:

V. TYPICAL EQUIPMENT USED:

VI. PHYSICAL REQUIREMENTS:

Sitting: Walking: Bend at waist: Crawling: 

Standing: Climbing Ladders 
Stairs:  

Kneeling/squatting: Reach above shoulder: 

Pushing/pulling: Lifting (up to 50 lbs.): Carrying: Repetitive arm/hand 
movements:  

VII. ADDITIONAL NOTES/:

********************Financial Aid Office Use Only******************** 

Job Title: ______________________________  Department: ____________________  Rate of Pay: $__________/hour 

Job Class Code: WS__________  Work Study Administrator: Joy Hicks, JHicks@BTC.Edu, 360-752-8460 

Compensation & Work Schedule:

Effective _________________, the hourly pay rate is $_______. 
Additional benefits include some paid sick leave in accordance with Washington State law and Initiative I-1433.  
Sick leave is accrued at 1 hour for every 40 hours worked. Employee Assistance Program (EAP), a free counseling & 
referral program. Potential flexible schedule. No additional benefits.  


	Position Title: Office Assistant
	Site Supervisor Phone 360: 752
	undefined: 8321
	Supervisor Phone 360: 752
	undefined_2: 8459
	Site SupervisorLead: Lizbeth Gonzalez Vasquez
	Supervisor: Mark O'Connor
	Sitting: X
	Walking: X
	Bend at waist: X
	Crawling: 
	Standing: X
	Climbing Ladders Stairs: 
	Kneelingsquatting: X
	Reach above shoulder: X
	Pushingpulling: X
	Lifting up to 50 lbs: X
	Carrying: X
	Repetitive armhand movements: X
	Job Title: Office Assistant I
	Rate of Pay: 16.37
	Job Class Code WS: 2220
	Educational benefits to be derived: -The Admissions and Outreach Student Assistant will gain professional skills in leadership, communication, and professional development that can be used for future employment.
-Job duties will be based upon interests, strengths, and availability. 
	Summary of Job: Communicate with prospective students to answer questions and provide information on admissions process, general program information, and expectations.
-Monitor and respond to prospective student inquires by phone, email, and in person.
-Facilitiate the planning of recruitement activities through coordination with key stakeholders on and off campus.
-Attend and participate in recruitment events, and assist with BTC marketing and communications.
-Participate in weekly meetings with Admissions & Outreach Specialist Supervisors and team.

	Minimum qualifications: -Excellent interpersonal communication skills.
-Demonstrated success and comfort with public speaking.
-Experience with computer software and apps to create written communications and presentations.
-Valid driver's license and insurable to college requirements.  
-Strong interest to learn more about diversity, equity and inclusion.
	Availabiltiy Requirements: Based up student's academic schedule/needs.  
Flexibility to work some mornings, Wednesdays and Thursdays between 3-5pm, preferred
	Typical Equipment Used: Desk top dual computer monitors, keyboard, mouse, 10-key, multi-line phones, printers, scanner, copiers, and fax machine.
	Additional Notes: None
	Department: Admissions and Outreach
	Effective Date: 07.01.2023
	Hourly Rate: 16.37


