
 
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: Accounting Assistant
	Name of Organization: Pierce  County Aids Foundation
	Website: 
	Job Location Address: 625 Commerce St., Suite 10             TAcoma        WA    98402
	Contact  Supervisor: Margie  Abels   Office Manager  
	Phone Number: 253-383-2565  Ext., 216  or  253-722-0716
	Email: margiebels@piercecountyaids.org
	Hourly Pay Rate indicate a range: $9.00  to  $12.00
	Nature of Business or OrganizationRow1: Non profit, social service
	Duties and ResponsibilitiesRow1: The work-study Accounting Assistant would work closely with the Finance Director of the Pierce County Aids Foundation to implement administration goals of an agency that responds to the needs of a growing population of persons infected with HIV/AIDS.  Duties would include account reconciliation, analysis, accounts payable, and filing.
	Minimum QualificationsRow1: Ideal individual would have accounting background or currently enrolled in an accounting program.
Position requires the individual to be flexible and above average written and oral skills.
Must be very dependable.
Person must be sensitive to the emotional aspects of AIDS service delivery.
Must be computer literate,  Word, Excel and Access essential, able to adapt quickly to different programs.

	Educational BenefitsRow1: The accounting Assistant work study placement at the pierce county Aids Foundation would afford a student with a unique opportunity to observe at a close range the accounting activities associated with the operation of a non-profit social service agency.  The challenge of developing resources to provide services to persons living with AIDS as well as the hurdle of educating the public about the ravages of the AIDS epidemic make work in this agency a dynamic experience.
	FEDERAL: 
	STATE: 65
	Check Box1: Yes
	Check Box2: Yes
	Check Box3: Yes
	Check Box4: Yes
	Check Box5: Yes
	Check Box6: Yes
	Text7: 65PCAF01


