
 
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: Achievers Scholarship Program Assistant 
	Name of Organization: College Success Foundation
	Website: www.collegesuccessfoundation.org
	Job Location Address: Cleveland High School - 5511 15th Ave S, Seattle, WA
Clover Park High Schoool - 11023 Gravelly Lake Dr. SW, Lakewood, WA
Foss High School - 2112 S Tyler, Tacoma, WA
Foster High School - 4242 S 144th St, Tukwila, WA
Kent Merdian High School - 10020 SE 256 St, Kent, WA
Lincoln High School - 701 S 37th St, Tacoma, WA
Mariner High School - 200 120th St SW, Everett, WA
Mt. Tahoma High School - 4634 S 74th St, Tacoma, WA
	Contact  Supervisor: Sequoya Lazo
	Phone Number: 425.416.2029
	Email: slazo@collegesuccessfoundation.org
	Hourly Pay Rate indicate a range: $10 - $12 / hour
	Nature of Business or OrganizationRow1: We provide college scholarships and mentoring to low-income, high-potential students.
	Duties and ResponsibilitiesRow1: Provide on site administrative support for the Washington State Achievers Scholarship program.  Assist the College Preparatory Advisor at High School with: maintenance of mentor/mentee files to insure required forms are present and complete; maintain data bases and mailing lists; assist with the preparation of recruitment and training materials; provide assistance with special events such as celebrations or motivational programs; assist with fostering a strong community/school partnership.
	Minimum QualificationsRow1: Proficient in Microsoft Office Products (Excel, Publisher, and Word).  Ability to work independently as well as in a team environment.  Ability to work under pressure and on deadline.  Strong communication skills (verbal and written), to deal with a wide variety of persons (teenagers, retired people, elected officials, private industry executives, etc). Ability to maintain confidentiality. Creativity and problem solving skills.  Pleasant and professional demeanor.  Previous office experience preferred.
	Educational BenefitsRow1: Gain valuable work experience in a professional, non- profit, work environment.   Develop organizational, communication (written and oral) and multitasking skills.  Gain knowledge of administering a scholarship program and school-based mentorship program.  Work is accomplished in an educational environment at the public schools and through networking with community and business leaders and school faculty/staff.
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