GROSSMONT
COLLEGE

=

Financial Aid Office

2025 - 2026 Federal Work Study Position Request

Job Title/Classification: Grossmont College

Career Ambassador Career Services

Department:
Supervisor Name:

(Not a faculty or classifed member) Renee Nasorl ST UECE Martha Clavelle

Supervisor’s Room and Extension: 60_ 141 X7615 Number of positions needed: 4
)

Pay Range: $18/ hr Number of Hours Per Week:  |10-15

[Maximum hours may not exceed 25
hours per week]

Semesters: Fall 2025/ Spring 2026 | Days & Times Needed: As assigned-Office

[i.e. Fall and Spring, Fall Only, Spring Only] [i.e. MWF from 8am -12noon, M-F Hours are:
mornings, Varies and will work with M-Th: 8- 5pm
student’s schedule, etc.] )

Fri: 8-1pm

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

. . . Promote Career Services and its events to students, faculty, and community members. Maintaining positive
Skills and Other Requirements: relationships with everyone through proper communication. Answering phone calls in a professional manner.
[i.e.: Command of the English Language to Scheduling appointments for our Career Counselors and job development team members. Using various

the level of English 98, successfully software programs to keep detailed reports on events. Using various software programs to create
completed a specific course with a certain promotional materials (flyers). Assisting students with job readiness activities: resume writing, job search,
grade, familiarity with MS Office, TB Test, assessments, workshops. Event set-up and organizing (light lifting). Participate in professional develpment

as assigned. Attend mandatory bi-weekly team meetings. Being able to be adaptable since the Career
Services office environment is subject to constant interruptions and frequent interactions with staff and the
public.

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.

Assist with routine administrative tasks including organization of the front desk area, operate business machines, computer equipment, and other tasks as assigned. Handle inquiries ffom our Services Request Form (intake form). Greet Center visitors, answer phones, respond to emails. Communicate with
employers, students, alumni, community members, and other departments in a professional manner answering any inquiies promptly. Schedule appointments for students to meet with Career Counselors. Directing and assisting students to use resources we offer. Recordkeeping through spreadsheets, our
database, and other areas as assigned. Performing related duties as assigned.

StudenyEmployer Support:
Assist with executing the Grossmont College Career Services social media outreach strategy such as creating content to be posted on various social media outlets. Organizing and setting up for events (light lfting of various objects and materials). Assist students, alumni, employers on creating, utilizing, and
navigating through our online job board, Handshake. Having a current and updated knowledge of upcoming Career Services events to promote to students to increase student traffic and retention. Directing students, alumni, community members, and employers to correct offices, services,
classrooms/buildings, colleagues when prompted to. Performing related duties as assigned.

Career Services Team Support:
Participate in professional development training as assigned. Attend mandatory bi-weekly team meetings. Clear communication at all times to other team members and colleagues.

Smart Key (please provide a Smartkey 1333401-2311
that any funds earned in excess of the
student’s award can be charged to):

Signature of Dean/Manager: M&Z/’thﬂ CZ&ZV@M@ Date: 7/2 2/25

After the Dean/Manager has signed, please return this request to the Financial Aid Office, by emailing Kresten Phillip and Luma Shamon
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Student/Employer Support:

Assist with executing the Grossmont College Career Services social media outreach strategy such as creating content to be posted on various social media outlets. Organizing and setting up for events (light lifting of various objects and materials). Assist students, alumni, employers on creating, utilizing, and navigating through our online job board, Handshake. Having a current and updated knowledge of upcoming Career Services events to promote to students to increase student traffic and retention. Directing students, alumni, community members, and employers to correct offices, services, classrooms/buildings, colleagues when prompted to. Performing related duties as assigned.



Career Services Team Support:

Participate in professional development training as assigned. Attend mandatory bi-weekly team meetings. Clear communication at all times to other team members and colleagues.
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