W LRIVERSLLY o Wsa EINGLON Work Study Job Description

Off-Campus Employers

Job Title of this Position Marketing Assistant

Name of Organization Graham Lundberg & Peschel
Website glpattorneys.com

Job Location Address 500 John Street, Seattle, WA 98109
Contact / Supervisor Heather Kelly

Phone Number 206-448-1992

E-mail hkelly@glpattorneys.com

Hourly Pay Rate (indicate arange) |$10.00 to $15.00

. Summer Only Academic Year Summer & Academic Year
Employment Period (7/1/2009 - 9/29/2009) (9/30/2009 - 6/11/2010) (7/1/2009 — 6/11/2010)
Summer: Academic Year:
Hours per week |:| Full time program 40 hrs/wk E Part time program up to 19 hrs/wk
[ ] Parttime program up to 19 hrs/wk

Nature of Business or Organization:

Plaintiff Personal Injury Law

Duties and Responsibilities:

Assist the Marketing Coordinator with daily activities that include: seminars (vendor coordination, RSVPs, develop
materials), distribution of marketing materials to selected parties, database creation and management, develop marketing
plans and budgets, filing/organization and bulk mailings.

Minimum Qualifications:

Basic computer skills
Basic phone etiquette
Entry level office skills

Educational Benefits:

Experience working in a professional environment; opportunity to increase skills transferable to any industry; interaction as
a team member and working autonomously.

(For Work Study Office Use)
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