
 
Work Study Job Description 

Off-Campus Employers 
 

Job Title of this Position  
Name of Organization  
Website  
Job Location Address 
 

 
 

  

Contact / Supervisor  
Phone Number  
E-mail  
  

Hourly Pay Rate (indicate a range)   

Employment Period 
    Summer Only                   Academic Year               Summer & Academic Year   
 (7/1/2009 - 9/29/2009)                 (9/30/2009 - 6/11/2010)                       (7/1/2009 – 6/11/2010) 
 

Hours per week 
Summer: 

             Full time program 40 hrs/wk      
Part time program up to 19 hrs/wk 

Academic Year: 
Part time program up to 19 hrs/wk 

 
Nature of Business or Organization: 
 
 
 
 
 
Duties and Responsibilities: 
 
 
 
 
 
 
 
Minimum Qualifications: 
 
 
 
 
 
 
 
Educational Benefits: 
 
 
 
 
 
 

(For Work Study Office Use) 
 

JOB NUMBER:            Program/Rate:   FEDERAL______%   STATE______% 
2009/2010 


	Phone Number:
	Email:
	IRS Tax Number of Organization: 

	Job Title of this Position: Clerical Assistant

	Name of Organization: Hawkes Law Firm
	Website: 
	Job Location Address: 19929 Ballinger Way NE # 200     Shoreline    WA   98155
	Contact  Supervisor: Lisa  Hawkes
	Phone Number: 206-200-3053
	Email: lisanne@law-hawks.com
	Hourly Pay Rate indicate a range: $10.00   to  $12.00
	Nature of Business or OrganizationRow1: Law Firm
	Duties and ResponsibilitiesRow1:  Assist front office staff. Copying scanning, filing, miscellaneous projects for attorneys, paralegals & other staff.
	Minimum QualificationsRow1: Knowledge of computers. Knowledge of Microsoft  word & outlook.
	Educational BenefitsRow1: Knowlege & experience in a professional legal environment. Improve office skills
	FEDERAL: 
	STATE: 65
	Check Box1: Off
	Check Box2: Yes
	Check Box3: Yes
	Check Box4: Off
	Check Box5: Yes
	Check Box6: Yes
	Text7: 65HWK03


