
FEDERAL WORK STUDY JOB DESCRIPTION 

EASTERN ILLINOIS UNIVERSITY 

OFFICE OF FINANCIAL AID AND SCHOLARSHIPS, 600 LINCOLN AVENUE, CHARLESTON, IL 61920  

TELEPHONE 217-581-6405        FAX 217-581-6422       EMAIL FINAID@EIU.EDU 

DEPARTMENT: Teaching, Learning, and Foundations 

POSITION:  Office Assistant  

SUPERVISOR(S): Cindi Foster 

PURPOSE / ROLE: Assist in general office duties 

QUALIFICATIONS:  

CONTRACT DATE: FALL/SPRING SEMESTER FOR CURRENT ACADEMIC YEAR 

RATE OF PAY: STATE MINIMUM WAGE 

SCHEDULE:  VARIES TO ACCOMMODATE STUDENT’S CLASS SCHEDULE 

 

DUTIES AND RESPONSIBILITIES: 

                       

General office work: Greet visitors, make copies, basic computer work (word, excel), filing, stock 

supplies, campus deliveries- mostly returning library books for instructors, light dusting. 

 

 
 
IClick or tap to enter a date. 
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