
 
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: Marketing Assistant
	Name of Organization: Peter Olney's State Farm Insurance Agency
	Website: www.olneyagency.com
	Job Location Address: 18904 Highway 99, Suite H Lynnwood, WA 98036
	Contact  Supervisor: Peter G. Olney/Agent,  Josh Daniel/Insurance Account Representative
	Phone Number: 425-776-0133
	Email: josh.daniel.m9in@statefarm.com
	Hourly Pay Rate indicate a range: $10.00 -$15.00 Per hour
	Nature of Business or OrganizationRow1: Peter Olney's State Farm Agency is a full service insurance and financial services provider. Peter is an exclusive agent which means that we work directly with the underwriters and claim representatives at State Farm to provide our clients with the best service in the industry. No need to call an 800 number, call us directly.
	Duties and ResponsibilitiesRow1: Job Duties:

A. Develop and implement marketing plans.
B. Contact prospects to secure interviews.
C. Set IFR’s with existing clients for Agent and Licensed Team Members.
D. Make ready and finalize office mailing and marketing materials.
E. Additional duties as assigned.

Job Responsibilities:

A. Setting appointments for all licensed team members by utilizing purchased leads and scheduling IFR’s (Insurance and Financial Reviews).
B. Establish and implement marketing plans and goals with the agent.
C. Establish and implement tracking systems for marketing plans and goals.
D. Assist with office service responsibilities as needed.
	Minimum QualificationsRow1: A. Effective communication on telephone and in office.
B. Ability to organize, implement and follow up on office systems.
C. Ability to handle correspondence efficiently.
D. Demonstrate an aptitude for typing and other office skills as needed.
E. Ability to close appointments with new and existing clients.
F. Requires excellent communication skills and an aptitude for sales and marketing to a diverse client base.
G. General knowledge of office procedures.
H. Positive Mental Attitude.

	Educational BenefitsRow1: A. Responsibility for self study and structured training programs as assigned by the agent.
B. Students obtaining a degree in: business, marketing, communications, or similar field desired.
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