
 
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: Technical Specialist
	Name of Organization: Rains Law Group
	Website: www.rainslawgroup.com
	Job Location Address: Corporate Headquarters located in Seattle, WA
	Contact  Supervisor: Michael Rains
	Phone Number: 206-283-5593
	Email: careers@rainslawgroup.com
	Hourly Pay Rate indicate a range: $16-$18/hour D.O.E.
	Nature of Business or OrganizationRow1: Rains Law Group (RLG) is a nationwide law firm employing individuals charged with protecting and growing the financial assets of our clients.  RLG provides a variety of legal services for our clients, including but not limited to transactional legal services, consulting, advising, reporting, compliance, design, and white label services for institutions and individual professionals.  RLG is seeking candidates for an available Technical Specialist position.  We are offering an entry level position for someone eager to gain technology experience and also experience with a small start-up company planning to quickly expand.  Recommendations or referrals are a plus.

	Duties and ResponsibilitiesRow1: Helpdesk Responsibilities:
Work with the Technology Manager to develop team task management needs;
Resolve client reported issues (internal & external clients);
Level 1 type technical issues including forgotten password, logging into phone, voicemail, phone, & other software;
Level 2 type technical issues including computer not working, setting up new employees (hardware & access); and Documenting all network infra structure.
Technical subject matter expertise: 
Identify & develop technology support plans for company processes, software, users (internal/external)-review user manuals, attend meetings, understand software/hardware operating requirements, translate user needs;
Understand, train & troubleshoot government software and applications, utilized in submitting annual filings; 
Document design work utilizing MS Office, Adobe Acrobat, Visio, Project, and more;
Provide backup support for the Technology Manager in all areas
Provide additional administrative support to RLG and its sister companies.  This may include answering phones, answering live chat questions & emails.

	Minimum QualificationsRow1: • Self motivated, fast paced, self starter who can work independently in a fast paced environment
• Strong desire to learn new skills
• Demonstrated organization, productivity & time management skills
• Team work \ collaboration and client service skills
• Strong general technology skills, experience with MS Office, PC maintenance, type 35 wpm+
• Web design \ maintenance & database design \ maintenance experience preferred
• Process chain management experience preferred
• Self motivated, fast paced, self starter who can work independently in a fast paced environment
• Strong desire to learn new skills
• Demonstrated organization, productivity & time management skills
• Team work \ collaboration and client service skills
• Strong general technology skills, experience with MS Office, PC maintenance, type 35 wpm+
• Web design \ maintenance & database design \ maintenance experience preferred
• Process chain management experience preferred

	Educational BenefitsRow1: This position offers significant learning opportunities to an individual who is interested in gaining experience related to a start up business.  Students will learn how to effectively work with vendors, work with staff to identify solutions that meet internal business needs and support internal staff by implementing cost and time saving technology related solutions.  Students will also learn about federal tax matters and employee benefits.
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