
 
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: Legal Administrative Assistant
	Name of Organization: Skellenger Bender, P.S.
	Website: www.skellengerbender.com
	Job Location Address: 1301 Fifth Avenue, Suite 3401, Seattle, WA 98101 

	Contact  Supervisor: Debra Lovelett
	Phone Number: (206)623-6501
	Email: dlovelett@skellengerbender.com
	Hourly Pay Rate indicate a range: 15.00
	Nature of Business or OrganizationRow1: Law Firm
	Duties and ResponsibilitiesRow1: Follow the ethical requirements as set forth by the Rules of Professional Conduct.
Perform a variety of clerical administrative duties according to established policies and procedures, including:
answering and directing phone calls;filing;photocopying, scanning and facing;running errands;data entry;
maintaining library of reference books and periodicals;maintaining kitchen;other administrative duties as requested.
	Minimum QualificationsRow1: Interpersonal skills in order to communicate by telephone, in person and in writing,  with clients, vendors, attorneys and staff to provide information with courtesy and tact; computer literate; either college education in office skills and/or office clerical experience of at least 6 months.
	Educational BenefitsRow1: Experience working in a professional environment; opportunity to increase skills transferable to any industry; interaction as a team member and working autonomously. 
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