
 
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: Development Assistant
	Name of Organization: Seattle Youth Garden Works
	Website: www.sygw.org
	Job Location Address: 5700 6th Ave S, Seattle, WA 98108
	Contact  Supervisor: Jordan Gevers
	Phone Number: 206.632.0352 ext 14
	Email: jgevers@thechurchcouncil.org
	Hourly Pay Rate indicate a range: $9.00 - $9.50
	Nature of Business or OrganizationRow1: Non-profit working with homeless and under-served youth in a garden to market based job-training program
	Duties and ResponsibilitiesRow1: Assists in the general, administrative office duties with a focus on fundraising and development work. Duties include, but are not limited to:
-Processing donations -- data entry, thank you note generation, and statistical analyisis
-Prospective donor research on both foundations and individuals
-Assisting in special event planning
-General administrative tasks, including filing, mail distribution, and data entry
	Minimum QualificationsRow1: Interest in non-profit work; positive attitude and good initiative; excellent writing and communication skills critical. Solid computer skills a must, including Microsoft Office suite and databases
	Educational BenefitsRow1: This is a great opportunity for students who want to see how a grassroots NPO is run. They will gain solid experience int he fundraising field while making a difference!
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