P~
GLENDALE

COMMUNITY COLLEGE

Student Assistant Job Description
Health Center

The student assistant works directly with the GCC Health Center Staff.
The student worker will assist with day to day operations and will direct students to the
appropriate personnel as needed

Job Duties:

e Assigned to manage front desk (in-person); including checking students and staff in/out of
appointments, answering general questions, and directing customers to appropriate areas

e Answering the department phone with good customer service skills

e Data entry

e Filing (alphabetization)

¢ Confidentiality is a MUST.

Position Details:

Schedule: Within office hours of operation

M-F: 8am to 4:30pm

Rate: $16.50/hr

Hours: approximately 10hrs/week

Closing Date: Applications will be accepted until the position is filled
*in-person position; no remote work*

QR Code Link to Application:
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