Work-Study Position Data Request

The College Work-Study Program is a federally/state-funded, campus-based financial aid program with a
limited number of funds for students who have documented financial need and who want to earn part of
their educational expenses while attending college. Students interested in College Work-Study must have a
current FAFSA on file in Financial Aid to determine financial need and eligibility.

Students must submit an application online and indicate which position(s) in which they are interested,
along with a copy of their current class schedule. Incomplete applications will be discarded. Applications will
not be kept on file once a position is filled. For more information on the Work Study Program or to apply for
open positions, please visit www.Kilgore.edu/student-jobs.

1. Department or Office requesting work-study: Counse"ng
2. Position Title: YWOrk-Study/Student Assistant

3. Number of positions available: 1

4. Date/Term student needed: Summer, Fall, Spring
5. Rate of Pay: $10

Description of duties:

Assist with the day-to-day operations of the Counseling office.

Schedule appointments for counselors using the college's scheduling software.

Coordinate and manage office supplies and resources.

Assist in the preparation of counseling workshops, seminars, and events.

Greet and assist students, faculty, and staff who visit or contact the Counseling office.

Respond to inquiries via phone, email, and in-person, providing accurate information or directing them to the appropriate
resources.

Requirements/Skills Required:

Excellent organizational and time-management skills.

Strong written and verbal communication skills.

Proficiency in Microsoft Office Suite (Word, Excel, Outlook) and familiarity with scheduling software.
Ability to work independently and as part of a team.

High level of accuracy and attention to detail.

Strong interpersonal skills and the ability to interact with a diverse population.

Ability to handle multiple tasks simultaneously and prioritize effectively.

Sensitivity to the needs and concerns of students seeking counseling services.

Preferred Availability:

| | Sunday | | Morning | | Midday/Afternoon | | Evening
L] Monday Ul Morning O] Midday/Afternoon Evening
U] Tuesday Ul Morning O] Midday/Afternoon Evening
[J] Wednesday O] Morning O] Midday/Afternoon Evening
(] Thursday Ul Morning O] Midday/Afternoon Evening
0] Friday & Morning E Midday/Afternoon [ Evening
[ | Saturday [ | Morning [ ] Midday/Afternoon [ Evening

Once an application is submitted, the Financial Aid Office will determine eligibility and forward the information to the respective Departments.
Interviews will be conducted by the Department listed on the job description. Once a position is filled, the job posting will be removed from the
website and other job posting areas.
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