
 
WORK-STUDY JOB DESCRIPTION

Off-Campus Employer 
Job Title:  

  _________________________________________      Hourly Wage:  $ ______to $______

Name of Org/Business: _________________________________________      # of Students Needed: ________

Supervisor/Contact Person:  ______________________________________      # of Hours per week:   _____
Email Address:                _________________________________________

Mailing Address:  
  _________________________________________
Phone:
 ______________________ 
  _________________________________________
Fax:      ______________________
    City                                                State                                    Zip
Work Schedule:       To be arranged            Times must be available:__________________________________________

Work site location: __________________________________________________________________________________

Length of Employment:     

Desired Begin Date: 



     Desired End Date: 





Essential Functions, Duties & Responsibilities: 

Qualifications / Skills Required: 

Purpose of Job: 

Educational Benefits:  

      SEO Use only:


WORK-STUDY JOB DESCRIPTION 
Off-Campus Employer

Directions:   Complete ALL information on both sides of this sheet & return it to CWU Student Employment.

Off-campus Work-Study jobs must provide the student with career related experience to the maximum extent possible.
Name of Org/Business:  __________________________________       Phone:  ________________________

IRS Federal Employer Identification Number:   __ __ - __ __ __ __ __ __ __   (Cannot be left blank)
1.   Are the duties to be assigned to this position in the public interest?      

  YES               No
      Duties are in the public interest unless there is a limitation on who is served  


(such as membership requirements)
      If no, explain:

2.   What is the title & entry wage of a comparable position within your organization?

      Title:  _____________________________________         
Entry Wage:  $ __________ per hour

       If there is NO comparable position (i.e. no one within the organization does similar tasks), explain:

3.   Indicate the name & title of the professional staff member who will supervise the student:   

      Name:  __________________________________    Title: __________________________________

4.  List names of all persons who are authorized to sign student Time Sheets within your organization:

_________________________________________________                        ___________________               

Signature of Authorized Employing Agency Representative
       


      Date

__________________________________           _________________________________________

Print Name





                                    Title


Central Washington University

Financial Aid - Work Study 

Bouillon Hall 

Ellensburg, WA   98926-7496

(509) 963-1611

WorkStudy@cwu.edu


Work-Study Job Description Instructions

Side 1:

Please indicate the name of your organization or business, phone number, email, location, & the person students should contact to apply for this position.

You must include your IRS Federal Employer Identification Number.

Question #2:  If there is no current position in your organization that performs duties similar to the ones you would assign the student hired for this position, explain how / if those duties would be performed if a Work-Study student is not found.

Question #3:  Indicate the person who will SUPERVISE this position. The signature line below this question can be signed by any authorized representative of the Employing Agency.   The signature does not have to be the same as the student's supervisor.

Question #4:  List names of all persons in your organization who are authorized to sign student Time Sheets.

Side 2:

Indicate the Job Title & hourly wage range for this position.  The wage must be at least the beginning wage of a similar position within your organization.   You cannot differentiate with a "student wage."

Indicate how many students you are requesting, the hours they must be available (fixed or flexible), & the length of employment.  Note: Job Description forms are updated yearly.

Essential Functions, Duties and Responsibilities:  List a breakdown of basic duties the student(s) will be assigned.  Avoid short or one-word descriptions.  This information is used to determine if the job qualifies to hire a Work-Study student, if the student will receive educational or career related benefits, if the job meets the community service definition, and the reimbursement rate, so detailed descriptions are most helpful.  A complete job description will also help attract qualified students to your position.

Qualifications / Skills required:   List all skills the student must have to be hired for this job.  Your answer will help students self-screen and that only qualified students apply.  Be sure to include all criteria that will be used to select a student (to avoid complaints by students who are not hired for not having a skill that wasn't listed as required or desired).

Purpose of Job:   This question is required by the Work-Study Program.  Indicate the overall objective to be accomplished by hiring this position.  EXAMPLE:  To assist classroom teacher with routine tasks, allowing the teacher to provide more attention to individual needs of students in the class.

Educational Benefit:    Indicate what educational or career related experience a student will receive from this position. Positions that provide relevant experience are preferred for Work-Study. 
Central Washington University


Financial Aid - Work Study 


Bouillon Hall 


Ellensburg, WA   98926-7496


(509) 963-1611


WorkStudy@cwu.edu




















Job ID # ________A 


  		Side 2





(maximum 19 hrs/wk)





Approval Date:  __________				Award Subcode:  __________________________


Community Service?  Yes (  No (	For-Profit  (	Special Funding Source: ____________________





Reimbursement Rate:  _________%	   Approved by:________________________________________





SWS Class:______________________ ___________ Range:_______Job Classification Code:______ ____________________





Schedule B


	Side 1
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