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2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

=

Financial Aid Office

Job Title/Classification: Clerk Grossmont College ASGC Activities
Department:
Supervisor Name: Irene Bauza Dean/Manager Name: Sara Varghese

Supervisor’s Room and Extension:

Number of positions needed:

10-110  X7603 2-3
Pay Range: Current starting pay for Number of Hours Per Week: 10 or more hours
clerk level [Maximum hours may not exceed 25
hours per week] pe rwee k
Semesters: Fall 2023 and Spring 2024 Days & Times Needed: MTWTh 9am-5pm,

[i.e. Fall and Spring, Fall Only, Spring Only]

[i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

Friday 9am-1pm
Hours may vary
throughout term.

Location Work-study student

will be placed (If different from
Supervisor’s office):

Activities window is located adjacent to and within hearing of supervisor's office.

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

English language to English 120, experience with computer programs and navigating Internet, basic math skills,
familiarity with campus to direct students to other offices and locations, ability to arrive on time as scheduled.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Activities Window Clerk - The primary purpose of this position is to sell student bus passes, explain and distribute the ASGC benefits package,
and assist customers with appropriate forms for student government and club accounting deposits and expenses. Duties are performed using
several computer programs and a cash register.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

7336000 Associated Students Grossmont College

/

Signature of Dean/Manager:

o\

Date:

7/17/2023

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcced.edu






		Job TitleClassification: 

		Grossmont College Department: 

		Supervisor Name: 

		DeanManager Name: 

		Supervisors Room and Extension: 

		Number of positions needed: 

		Pay Range: 

		Number of Hours Per Week Maximum hours may not exceed 25 hours per week: 

		Semesters ie Fall and Spring Fall Only Spring Only: 

		Days  Times Needed ie MWF from 8am 12noon MF mornings Varies and will work with students schedule etc: 

		Location Workstudy student will be placed If different from Supervisors office: 

		Skills and Other Requirements ie Command of the English Language to the level of English 98 successfully completed a specific course with a certain grade familiarity with MS Office TB Test etc: 

		Example Financial Aid Ambassadorthe purpose of this position is to provide support to various college financial aid programs The duties and responsibilities include outreach financial aid presentations and assisting students with financial aid applicationsforms: 

		Smart Key please provide a Smartkey that any funds earned in excess of the students award can be charged to: 

		Signature of DeanManager: 

		Date: 7/17/2023






2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

=

Financial Aid Office

Job Title/Classification:

Allied Health and Nursing Division Support Administrative Assistant 1

Grossmont College

Allied Health and Nursing

Department:
Supervisor Name: Dean/Manager Name:
. Debora Curry e Nancy Saks

Supervisor’s Room and Extension: 7149 Number of positions needed: 1

Pay Range: Federal Work Study ;Vﬂ;lmber c:f Hours Ptir We:l2<:5 10

aximum hours may not excee
Level 1 $15.50/hr i
Semesters: Days & Times Needed:

[i.e. Fall and Spring, Fall Only, Spring Only]

Fall and Spring

[i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

Will work with student's
availability and request
once student chooses a
schedule that they keep
to it

Location Work-study student

will be placed (If different from
Supervisor’s office):

Building 34, mostly suite 256. May include work in other areas of

building 34

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Command of English language to level of English 98, familiarity with MS
Office, works well in a team environment, prompt and consistent
attendance, independent worker when assigned work has been
explained and is understood.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

The purpose of this position is to support the daily operations of the Allied Health and Nursing program
faculty and staff. Work will be primarily clerical in nature, working with spreadsheets, updating student
files, and filing. In the simulation lab, classrooms and surrounding areas, students may be involved in
activities including cleaning, unpacking, and maintaining spaces in operational order for students.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

1370603

Signature of Dean/Manager:

(G lnen

Date:

8.22.2023

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcced.edu






		Job TitleClassification: Allied Health and Nursing Division Support Administrative Assistant 1

		Grossmont College Department: Allied Health and Nursing

		Supervisor Name: Debora Curry

		DeanManager Name: Nancy Saks

		Supervisors Room and Extension: 7149

		Number of positions needed: 1

		Pay Range: Federal Work Study Level 1 $15.50/hr

		Number of Hours Per Week Maximum hours may not exceed 25 hours per week: 10

		Semesters ie Fall and Spring Fall Only Spring Only: Fall and Spring

		Days  Times Needed ie MWF from 8am 12noon MF mornings Varies and will work with students schedule etc: Will work with student's availability  and request once student chooses a schedule that they keep to it

		Location Workstudy student will be placed If different from Supervisors office: Building 34, mostly suite 256. May include work in other areas of building 34

		Skills and Other Requirements ie Command of the English Language to the level of English 98 successfully completed a specific course with a certain grade familiarity with MS Office TB Test etc: Command of English language to level of English 98, familiarity with MS Office, works well in a team environment, prompt and consistent attendance, independent worker when assigned work has been explained and is understood.

		Example Financial Aid Ambassadorthe purpose of this position is to provide support to various college financial aid programs The duties and responsibilities include outreach financial aid presentations and assisting students with financial aid applicationsforms: The purpose of this position is to support the daily operations of the Allied Health and Nursing program faculty and staff. Work will be primarily clerical in nature, working with spreadsheets, updating student files, and filing. In the simulation lab, classrooms and surrounding areas, students may be involved in activities including cleaning, unpacking, and maintaining spaces in operational order for students.

		Smart Key please provide a Smartkey that any funds earned in excess of the students award can be charged to: 1370603

		Signature of DeanManager: 

		Date: 8.22.2023






GROSSMONT
COLLECGE

Financial Aid Office

2023 - 2024 Federal Work Study Position Request

% /6.5 2

M-Sat

| Fall and spring
Varies

Drawing, painting, printmaking, ceramics, sculpture, jewelry, digital art
studios. Buildings 23, 24, 20, 27.

General handy skills, willingness to clean, organize, and help when
needed in an art lab environment.

e % o fdorieh e
Example: Financial Aid Ambassador- the purpese of this pasition is to provide suppart to varicus college financial aid programs. The duties and
responsibifities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Art classroom aid - the purpose of this position is to provide support to various art classes and’
instructors. The duties and responsibilities include, outreach, art office work, art studuo organization,

and assisting students when necessary.

1378801

CAai'r

VA 18/7/23

£
After the Dean/Manager has(sMeaa return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcced.edu







GROSSMONT
COLLEGE

R,

Financial Aid Office

2023 - 2024 Federal Work Study Position Request

Job Title/Classification: Student Assistant g::;s:"t:::tc:ollege Ath|etICS
SupenvdsorName: Alfredo Corral/Vaunette Allen | D€3n/Manager Name: Jason All en
Supervisor's Room and Extension: 41/125 - X741 2 Number of positions needed: 6

Pay Range: 15.48 Number of Hours Per Week: 20-25

[Maximum hours may not exceed 25
hours per week]

Semesters: Fall and Spring Days & Times Needed: Monday-Saturday
[i.e. Fall and Spring, Fail Only, Spring Only] [i.e. MWF from 8am -12noon, M-F (timeS and dayS
mornings, Varies and will work with varie S)

student’s schedule, etc.]

Location Work-study student 41-125

will be placed (If different from
Supervisor's office):

Skills and Other Requirements: Being able to communicate effectively
[i.e.: Command of the English Language to Being able to Complete tasks as aSSigned
the level of English 98, successfully Responsible_

completed a specific course with a certain
grade, familiarity with MS Office, TB Test, Puntual.
etc.]

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and

responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.
Student Assistant - The porpuse of this position is to provide support during our game days.
Duties are as foliows:
Setting up and taking down on game days (Monday-Saturday)
Selling Tickets
Cffice Duties
Possible line judges for Volleyball
Perlorm other dulies as assigned
** our sluden! worker will also have to attend professional development (1Hr Weekly) with Renee in our Career Center

Smart Key (please provide a Smartkey 1336503
that any funds earned in excess of the
student’s award can be charged to): N

Signature of Dean/Manager: ( Date:
¢ cevl — % Z 2 2

After the Dean/Manager sigp€d, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcced.edu






2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

=

Financial Aid Office

Job Title/Classification:

Lab assistant

Grossmont College

Biology

Department:
Supervisor Name: Dean/Manager Name: :
P Susan Henderson | Pean/Manag Shawn Hicks
Supervisor’s Room and Extension: 30_142/)(7433 Number of positions needed: 2
Pay Range: Number of Hours Per Week: 20
[Maximum hours may not exceed 25
hours per week]
Semesters: Fall '23/Sp'24 Days & Times Needed: Varies with student
[i.e. Fall and Spring, Fall Only, Spring Only] [i.e. MWF from 8am -12noon, M-F SCthUle
mornings, Varies and will work with
student’s schedule, etc.]
Location Work-study student 30-144

will be placed (If different from
Supervisor’s office):

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Command of English language, prefer students who are currently
enrolled, or have completed a biology course with a lab component.
Ability to interact/care for varies animals kept in the department.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Cleaning and stocking lab classrooms, washing dishes/glassware, assist with preparation and media
needed for instructional labs, myriad of other tasks associated with required laboratory preparations.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

1380202

Signature of Dean/Manager:

mw W 4 Dean Hicks

Date:

7.18.2023

After the Dean/Manager has signed, please rQurn this request tg the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcced.edu






		Job TitleClassification: Lab assistant

		Grossmont College Department: Biology

		Supervisor Name: Susan Henderson

		DeanManager Name: Shawn Hicks

		Supervisors Room and Extension: 30-142/X7433

		Number of positions needed: 2

		Pay Range: 

		Number of Hours Per Week Maximum hours may not exceed 25 hours per week: 20

		Semesters ie Fall and Spring Fall Only Spring Only: Fall '23/Sp'24

		Days  Times Needed ie MWF from 8am 12noon MF mornings Varies and will work with students schedule etc: Varies with student schedule

		Location Workstudy student will be placed If different from Supervisors office: 30-144

		Skills and Other Requirements ie Command of the English Language to the level of English 98 successfully completed a specific course with a certain grade familiarity with MS Office TB Test etc: Command  of English language, prefer students who are currently enrolled, or have completed a biology course with a lab component. Ability to interact/care for varies animals kept in the department.

		Example Financial Aid Ambassadorthe purpose of this position is to provide support to various college financial aid programs The duties and responsibilities include outreach financial aid presentations and assisting students with financial aid applicationsforms: Cleaning and stocking lab classrooms, washing dishes/glassware, assist with preparation and media needed for instructional labs, myriad of other tasks associated with required laboratory preparations.

		Smart Key please provide a Smartkey that any funds earned in excess of the students award can be charged to: 1380202

		Signature of DeanManager: 

		Date: 7.18.2023






2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

=

Financial Aid Office

Job Title/Classification:

CDC Assistant

Grossmont College

CDC

Department:
Supervisor Name: : Dean/Manager Name: :
P Maura Mehrian /Manag Javier Ayala
Supervisor’s Room and Extension: 32 B X7716 Number of positions needed: 2
Pay Range: 15.50/hr Number of Hours Per Week: 20-25
[Maximum hours may not exceed 25
hours per week]
Semesters: Fall & Spring Days & Times Needed: M-F hours can vary but

[i.e. Fall and Spring, Fall Only, Spring Only]

[i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

a regular schedule will
be provided-- hours
needed between
7:30AM-4:30PM

Location Work-study student

will be placed (If different from
Supervisor’s office):

This work is supporting the day-to-day center operations. Most of the
work will be kitchen, laundry, and cleaning while supporting in
classrooms as needed and determined by FWS educational objective.

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

If working more than 16 hpours a week, candidate must be fingerprinted.
ALL FWS must have current immunizations for MMR, TB, COVID and

the Flu.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Under the direction of an assigned supervisor support the day-today operations of the CDC kitchen,
laundry, gardens and classroom work as needed. Applicant must be able to lift 40 pounds and
communicate both orally and in writing to ENG 98 proficiency. Position subject to communicable

diseases.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

1371597

Signature of Dean/Manager:

Do heko

Date:

8/1/2023

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcced.edu






		Job TitleClassification: CDC Assistant

		Grossmont College Department: CDC

		Supervisor Name: Maura Mehrian

		DeanManager Name: Javier Ayala

		Supervisors Room and Extension: 32B x7716

		Number of positions needed: 2

		Pay Range: 15.50/hr

		Number of Hours Per Week Maximum hours may not exceed 25 hours per week: 20-25

		Semesters ie Fall and Spring Fall Only Spring Only: Fall & Spring

		Days  Times Needed ie MWF from 8am 12noon MF mornings Varies and will work with students schedule etc: M-F hours can vary but a regular schedule will be provided-- hours needed between 7:30AM-4:30PM

		Location Workstudy student will be placed If different from Supervisors office: This work is supporting the day-to-day center operations. Most of the work will be kitchen, laundry, and cleaning while supporting in classrooms as needed and determined by FWS educational objective.

		Skills and Other Requirements ie Command of the English Language to the level of English 98 successfully completed a specific course with a certain grade familiarity with MS Office TB Test etc: If working more than 16 hpours a week, candidate must be fingerprinted. ALL FWS must have current immunizations for MMR, TB, COVID and the Flu. 

		Example Financial Aid Ambassadorthe purpose of this position is to provide support to various college financial aid programs The duties and responsibilities include outreach financial aid presentations and assisting students with financial aid applicationsforms: Under the direction of an assigned supervisor support the day-today operations of the CDC kitchen, laundry, gardens and classroom work as needed. Applicant must be able to lift 40 pounds and communicate both orally and in writing to ENG 98 proficiency. Position subject to communicable diseases.

		Smart Key please provide a Smartkey that any funds earned in excess of the students award can be charged to: 1371597

		Signature of DeanManager: 

		Date: 8/1/2023






GROSSMONT
COLLEGE

%

Financial Aid Office

2023 - 2024 Federal Work Study Position Request

Job Title/Classification: . Grossmont College .
Counseling Center Clerk | o oo Counseling Center
Supervisor Name: Silva Jajo Dean/Manager Name: Martha Clave”e
Supervisor’'s Room and Extension: 1 0_1 64A X7645 Number of positions needed: 1 _3
)
Pay Range: 15.48 Number of Hours Per Week: 10-20
) [Maximum hours may not exceed 25
hours per week]
Semesters: Fall and Spring Days & Times Needed: Varies by semester.
[i.e. Fall and Spring, Fall Only, Spring Only] [i.e. MWF from 8am -12noon, M-F Preference for opening
mornings, Varies and will work with 8 d/ .
student’s schedule, etc.] ( am) ana/or CIOS'_ng .
(5pm or 6pm) availability.

Location Work-study student

will be placed {If different from
Supervisor’s office):

Counseling Center Front Desk

skills and Other Requirements: Familiarity with MS Office. Customer Service skills.

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific caurse with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Job Description {Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Counseling Center Clerk - The purpose of this position is to provide excellent customer service at the Counseling Center.
The duties include: in-person and over the phone assistance to students, district employees, and the general public;
scheduling counseling appointments; assisting and directing students to proper campus services and/or resources; filing;
making copies and scanning documents; class registration assistance; various office projects; maintaining confidentiality.

Smart Key (please provide a Smartkey 1333005
that any funds earned in excess of the
student’s award can be charged to):

Signature of Dean/Manager: Date:

After the Dean/Manager h. it to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail
e eeeree_ABrogi@geced.edu







GROSSMONT
COLLEGE

A

Financial Aid Office

2023 - 2024 Federal Work Study Position Request

Job Title/Classification:

Grossmont College Student Affairs
Basic Needs/ Gizmo's Department:
Kitchen Ambassador
Supervisor Name: Susan Berry Dean/Manager Name: Sata Varghese
Supervisor’s Room and Extension: 60-206 Number of positions needed: |5

[i.e. Fall and Spring, Fall Only, Spring Only]

Fall and Spring

fee. MWE from Sape -1 2no0m, M-I7 HOTHIRGS,
Varies and will work with sizdent’s schedle, etz. /

Pay Range: l (g s 2 Number of Hours Per Week: Flexible between 10hrs-
e [Maximum hours may not exceed 25 25hrs (’Depending Bt
hours per week] '
student's schedule but
must work minimum 10hrs
a week)
Semesters: Days & Times Needed:

Monday- Thursday
anytime between
10am-6pm

Location Work-study student
will be placed (If different from
Supervisor’s office):

Grossmont College Basic Needs Resoutce Center 60-206

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, fomiliarity with MS Office, TB Test,
etc.]

mental health, etc...

Must be willing to work with a diverse and inclusive campus community.
Committed to keeping student confidentiality a priotity. Self- Starter, positive
attitude, empathetic to all students needs and background.

Looking for students who are passionate about helping others. This position is
excellent for those looking to go into health care, psychology, education, social work,

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Position Qverview:

resource center.

e Greet and welcome students who visit the Basic Needs Resource Center.
* Provide empathetic and non-judgmental listening to students' concerns.
e Connect students with commmunity resources and organizations to meet their specific needs.

 Otrganize and maintain the inventory of food, personal care items, and other basic necessities available at the

We are seeking a compassionate, dedicated, and proactive Student Worker to join our College Basic Needs Resource
Center team. As a Student Worker, you will play a crucial role in supporting fello
financial challenges and facing basic needs insecurities. Your primary responsi
resources that help alleviate these issues, fostering a supportive and inclusive campus environment.

w students who are expetiencing
bility will be to provide assistance and

e Manage the distribution of resoutces to eligible students in a fair and efficient manner.

* Keep accurate records of tesources utilized by students and generate periodic reports for evaluation purposes.

e Collaborate with campus organizations, departments, and student groups to raise awareness about the Basic
Needs Resource Center's services and events.






e Assist in organizing workshops, seminars, and awareness campaigns related to
and accessing resources.
o Advocate for students' basic needs concerns at approptiate

e Respect the confidentiality and privacy of students seeking assistance from the resource centet.

campus committees and events.

financial literacy, budgeting,

o  Maintain strict ethical standards while working with sensitive information and petsonal stories.

o Assist in maintaining a welcoming and safe e

e  Collabotate with the resoutce center staff to ensure smooth operations.

avironment within the Basic Needs Resource Centet.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

133619

Signature of Dean/Manager:

E’—q\\( W) Date:

-7/3:)2’—3

After the Dean/Manager has signed, please return this request to the Financial Aid Office,

Jenna_Marogi@gceed.edu

10-109, ATTN: Jenna Marogi or via e-mail to







2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

=

Financial Aid Office

Job Title/Classification:

Clerical Assistant

Grossmont College
Department:

Student Affairs

Supervisor Name:

Sara Varghese

Dean/Manager Name:

Sara Varghese

Supervisor’s Room and Extension:

Bldg 60, room 204, x7159

Number of positions needed:

2

Pay Range: $15.00 Number of Hours Per Week: 20
) [Maximum hours may not exceed 25
hours per week]
Semesters: Days & Times Needed:

[i.e. Fall and Spring, Fall Only, Spring Only]

Fall 2023 and Spring
2024

[i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

Varies and will work
wit student's schedule

Location Work-study student

will be placed (If different from
Supervisor’s office):

Student Affairs Office 60-204

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Command of the English language, familiar with MS word, calendaring,
and answering phones. Comfortable working at a front desk.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Student Affairs Clerical Assistant - the purpose of the position is to work the front desk, answer
phones and questions from students, faculty and staff that come into the office. They will deliver mail,
check travel packets for completeness, do background checks, and help out with various special

events around campus.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

1336001

Signature of Dean/Manager:

AR

Date:

7/20/2023

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcced.edu






		Job TitleClassification: Clerical Assistant

		Grossmont College Department: Student Affairs

		Supervisor Name: Sara Varghese

		DeanManager Name: Sara Varghese

		Supervisors Room and Extension: Bldg 60, room 204, x7159

		Number of positions needed: 2

		Pay Range: $15.00

		Number of Hours Per Week Maximum hours may not exceed 25 hours per week: 20

		Semesters ie Fall and Spring Fall Only Spring Only: Fall 2023 and Spring 2024

		Days  Times Needed ie MWF from 8am 12noon MF mornings Varies and will work with students schedule etc: Varies and will work wit student's schedule

		Location Workstudy student will be placed If different from Supervisors office: Student Affairs Office 60-204

		Skills and Other Requirements ie Command of the English Language to the level of English 98 successfully completed a specific course with a certain grade familiarity with MS Office TB Test etc: Command of the English language, familiar with MS word, calendaring, and answering phones. Comfortable working at a front desk. 

		Example Financial Aid Ambassadorthe purpose of this position is to provide support to various college financial aid programs The duties and responsibilities include outreach financial aid presentations and assisting students with financial aid applicationsforms: Student Affairs Clerical Assistant - the purpose of the position is to work the front desk, answer phones and questions from students, faculty and staff that come into the office. They will deliver mail, check travel packets for completeness, do background checks, and help out with various special events around campus. 

		Smart Key please provide a Smartkey that any funds earned in excess of the students award can be charged to: 1336001

		Signature of DeanManager: 

		Date: 7/20/2023






2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

K

Financial Aid Office

Job Title/Classification:

Transfer Center Clerk

Grossmont College
Department:

Counseling Center

Supervisor Name:

Silva Jajo

Dean/Manager Name:

Martha Clavelle

Supervisor’s Room and Extension:

10-164A, x7645

Number of positions needed:

1-3

Pay Range: 15.48 Number of Hours Per Week: 10-20
’ [Maximum hours may not exceed 25
hours per week]
Semesters: Days & Times Needed:

[i.e. Fall and Spring, Fall Only, Spring Only]

Fall and Spring

[i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

Varies by semester.
Preference for opening
(8am) and/or closing
(5pm or 6pm) availability.

Location Work-study student

will be placed (if different from
Supervisor’s office):

Transfer Center Front Desk

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Familiarity with MS Office. Customer Service skills.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this pasition is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Transfer Center Clerk - The purpose of this position is to provide excellent customer service at the Transfer Center. The duties
include: in-person and over the phone assistance to students, district employees, and the general public; scheduling transfer
counseling appointments and scheduling application workshops; assisting and directing students to proper campus services
and/or resources; filing; making copies and scanning documents; class registration assistance; various office projects;

maintaining confidentiality.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

Signature of Dean/Manager:

After the Dean/Manager ha

1333005

Date:

ncial Aid Office, 10-109, ATTN: Jenna Marogi or via €-1nan

d.edu










2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

&

Financial Aid Office

Job Title/Classification:

Veterans Resource Center Clerk

Grossmont College
Department:

Veterans Resource Center

Supervisor Name;

Silva Jajo

Dean/Manager Name:

Martha Clavelle

Supervisor’s Room and Extension:

10-164A, x7645

Number of positions needed:

1-3

Pay Range: 15.48 Number of Hours Per Week: 10-20
[Maximum hours may not exceed 25
hours per week]

Semesters: Days & Times Needed:

[i.e. Fall and Spring, Fall Only, Spring Only]

Fall and Spring

[i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

Varies by semester.
Preference for opening
(8am) and/or closing
(5pm or 6pm) availability.

Location Work-study student

will be placed (If different from
Supervisor’s office):

Transfer Center Front Desk

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level af English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Familiarity with MS Office. Customer Service skills.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Veterans Resource Center Clerk - The purpose of this position is to provide excellent customer service at the VRC. The duties
include: in-person and over the phone assistance to veterans and veteran dependents, district employees, and the general
public; scheduling counseling appointments; assisting and directing students to proper campus services and/or resources; filing;
making copies and scanning documents; class registration assistance; various office projects; maintaining confidentiality.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

Signature of Dean/Manager:

After the Dean/Managevr has

1372399

Date:

juest to the Financial Aid Office, 10-109, ATTN: lenna Marogi or via e-mail
to Jenna_Marogi@gcccd.edu










2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

@

Financial Aid Office

Job Title/Classification:

Gallery Assistant

Grossmont College
Department:

Visual Arts & Humanities Department

Supervisor Name:

Alex DeCosta

Dean/Manager Name:

Dr. Vanessa Fountain

Supervisor's Room and Extension:

Room 22-102, ext 7214

Number of positions needed:

2

Pay Range: Federal Work-Study | Nu@ber of Hours Per Week: Up to 25
$1 5.50 [Maximum hours may not exceed 25
g hours per week]
Semesters: Days & Times Needed:

[i.e. Fall and Spring, Fall Only, Spring Only]

Fall 2022 and Spring
2023

[i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

Varies with exhibition
schedule. Supervisor
will work with student to
schedule each week.

Location Work-study student

will be placed (If different from
Supervisor’s office):

Hyde Art Gallery, Performing and Visual Arts Center

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Ability to communicate effectively orally and in writing. Worker must be
able to lift at least 30Ibs.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.
Are you an art student, interested in starting a career in arts administration, or just curious to learn how an art gallery operates? Join the Hyde Art Gallery team today!

The Gallery assistant will support the Gallery Director with the daily operations involved in the management of Hyde Art Gallery at Grossmont College. Tasks will vary from administrative to hands-on projects,
including inventory and archive of gallery records and art collection; manage gallery reception, greet visitors, and keep track of gallery attendance; promote exhibitions online, contribute to gallery social
media; patch and paint pedestals and gallery walls between exhibitions; assist with other events scheduled concurrently with exhibitions in the gallery including artist workshops, lectures, and receptions.

Students will also learn valuable skills including exhibition lighting; museum standard practices of artwork handling — artwork installation, framing, wrapping for storage and shipping; conditioning and

cataloging.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

1378201

Signature of Dean/Manager:

& o

Date:

% /7 /23

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcced.edu







2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

&

Financial Aid Office

Job Title/Classification:

Costume Shop Technician

Grossmont College
Department:

Theatre Arts

Supervisor Name:

Jennifer Brawn Gittings

Dean/Manager Name:

Dr. Vanessa Fountain

Supervisor’s Room and Extension:

22-201A, x 7243

Number of positions needed:

1

Pay Range: minimum Number of Hours Per Week: 10
[Maximum hours may not exceed 25
hours per week]
Semesters: Days & Times Needed: Various and will

[i.e. Fall and Spring, Fall Only, Spring Only]

Fall and Spring

(i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

work with student's
schedule.

Location Work-study student

will be placed (If different from
Supervisor’s office):

Rm 21-239, Theatre Art's Costume Shop

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Knowledge of costume shop equipment, such as sewing machines,
over-lock machines, and industrial irons. Hand sewing skills. Knowledge
of fashion history. Basic patterning and/or draping skills.

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

Costume Shop Technician - will assist in the implementation of costume designs for the Theatre Arts
student-acted productions for the 2023-2024, 6- show school year.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

7375005

Signature of Dean/Manager:

Y s S

Date:

6/‘;ux / a3

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gcccd.edu







2023 - 2024 Federal Work Study Position Request

GROSSMONT
COLLEGE

&

Financial Aid Office

Job Title/Classification:

House Manager, Box Office, Concessions

Grossmont College
Department:

Theatre Arts

Supervisor Name:

Kristin Campbell

Dean/Manager Name:

Dr. Vanessa Fountain

Supervisor's Room and Extension:

22-201, x7267

Number of positions needed:

2

Pay Range: minimum Number of Hours Per Week: 25
[Maximum hours may not exceed 25
hours per week]

Semesters: Days & Times Needed:

[i.e. Fall and Spring, Fall Only, Spring Only]

Fall and Spring

[i.e. MWF from 8am -12noon, M-F
mornings, Varies and will work with
student’s schedule, etc.]

Location Work-study student

will be placed (If different from
Supervisor’s office):

In addition to the Theatre Arts office, PVAC Box Office,
Concessions, Stagehouse and PVAC lobby and auditoriums.

Skills and Other Requirements:

[i.e.: Command of the English Language to
the level of English 98, successfully
completed a specific course with a certain
grade, familiarity with MS Office, TB Test,
etc.]

Conversational English, Familiar with computers, Customer Service
interest/experience will be helpful, but not required

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and
responsibilities associated with the position:

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and
respansibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.

House Manager, Box Office, and Concessions Worker - this is a multifaceted position, that will play a
pivotal role in ensuring the smooth operation of front-of-house activities, managing ticket sales,
supervising and training ushers, ensuring a welcoming environment for patrons, serve concession items,
and process concessions transactions.

Smart Key (please provide a Smartkey
that any funds earned in excess of the
student’s award can be charged to):

7375005

Signature of Dean/Manager:

Verers Pl

Date:

§/29/23

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to
Jenna_Marogi@gccced.edu






