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2026-2027  
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  

Supervisor:  ________________________________ 
Supervisor Contact: _________________________ 

Site Supervisor: _____________________________ 
Site Supervisor  Contact: ______________________ 

Schedule Guidelines: 

• 

• 
• 
• 

• 
• 

Work Study employees may not exceed the wages 
and hours referenced in the referral. 
15-minute break per 3+ hr shift 
After consecutive 5hrs, ½-hour lunch required 
Hours must be submitted and approved by supervisor 
by payroll deadlines 
Employment subject to continued eligibility 
See referral for additional details 

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:  Climbing Ladders  Stairs:

Standing: Crawling:  Kneeling/squatting:  Reach above shoulder:  

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

VII. ADDITIONAL NOTES: 

********************SFR 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 S chedule:   
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.  
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	Position Title: Resource Ambassador Lead
	Supervisor: Maeg Demmons
	Supervisor Contact: mdemmons@btc.edu
	Site Supervisor: Chantel Fields
	Site Supervisor Contact: cfields@btc.edu
	Sitting: x
	Walking: x
	Bend at waist: x
	Climbing Ladders Stairs: x
	Standing: x
	Crawling: x
	Kneelingsquatting: x
	Reach above shoulder: x
	Pushingpulling: x
	Lifting up to 50 lbs: x
	Carrying: x
	Repetitive armhand movements: x
	Job Title: Office Assistant II
	Rate of Pay: 19.72
	Job Class Code WS: 2221
	Effective: 07.01.2026
	Department: Student Financial Resources
	Additional Notes: 
	hourly pay rate: $19.72
	Typical Equipment Used: Computer, ID scanner, cleaning supplies, utility cart, utility knife.
	Availability Requirements or Expectations: Multiple shifts available. Hours to be arranged within Monday through Friday 9:00am - 5:00pm
	Minimum Qualifications: Ability to lift and carry 50 lbs in order to unload food deliveries, stock and organize pantry storage. Ability to clean (including cold storage appliances & under shelves which requires bending, kneeling, squatting) and use cleaning products that may include chemicals. Basic proficiency with computing software such as Word, Excel, and Outlook. The ability to communicate effectively verbally, electronically, over the phone, and in writing. An understanding of group dynamics, collaboration, and effective teamwork. Willingness to learn and take on new tasks as needed. Desire to work and learn in a multicultural setting. A positive, enthusiastic attitude and interest in promoting a helpful and welcoming environment.

Priority consideration for students in the BAS Operations Management program, students with aligned hours of availability, and/or students who speak another language in addition to English. Spanish, Russian, and Ukrainian speakers; students who speak a second language are encouraged to apply.
	Summary of Job: Physical Work Environment
Staff engage in physical labor that includes lifting and cleaning during every shift- must be able to lift 50lbs, bend, squat, and kneel for cleaning under shelves and in cold storage appliances, and use cleaning supplies and cleaning products.

Interpersonal Work Environment and General Duties
Serve as a first point of contact for the Resource Hub / food pantry to greet and provide general information, customer service, data tracking and compliance, and resource referrals to students. Resource Hub staff support daily operations of the food pantry: unload and stock weekly deliveries, perform front desk duties, monitor and troubleshoot ID scanner, enter tracking data, update and maintain community resource information, inventory and restock food, clean surfaces and equipment, manage general pantry supplies/inventory, and equipment maintenance. Resource Hub staff recommend community food resources and encourage students to apply for SNAP Food Benefits. Staff also support food donation drives and other programming as assigned.

Resource Ambassador Lead Duties
-Help coordinate pantry operations.
-Assess, recommend and implement improvements to inventory management, product flow, and communication among staff. 
-Serve as a Resource Ambassador by helping students identify, understand, and access public benefits and other resources.
-Provide welcoming, peer-to-peer support and help students navigate available services/resources and schedule appointments.
-Help promote awareness of resources and connect students with appropriate staff, programs, and services.
-Improve communication methods and resource promotion among student visitors
-Take on leadership responsibilities related to resource outreach, student engagement, and day-to-day support of functions.

This position provides peer leadership and does not include supervisory responsibilities or authority over other student employees.

Because coverage is important to this position, the applicant’s availability and ability to work the scheduled hours will be given significant consideration in the hiring process.
	Educational Benefits to be dereived by students in this job: Communication
Leadership
Cultural Competency


