
03/24 

Days:  Monday Tuesday Wednesday  Thursday Friday 

Hours: ________  ________ ________ ________  ________ 

**************************************************************************** 
For Office Use Only 

Date Received___________

Pay Rate: $ 16.00/hr��

Agency: _______________________________________________________ 

Employment site: ________________________________________________ 

Address: _______________________________________________________ 

Job skills and qualifications required: 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Job duties/Description:  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

________________________________________________________________________________ 

Contact Supervisor: ________

___________________________________  

Phone number: __________________________  

Total hours per week: _____________ (max 15 hours) 

Preferred work schedule:  

Number of positions________________    


	Job title: Office Assistant
	AgencyDepartment: EWD
	Employment site: Community Learning Center (Brawley)
	Address: 206 D St., Brawley, CA
	Job skills and qualifications required 1: Knowledge of the º£½ÇÆÆ½â°æ registration process. Quick learner. Ability to learn the United States Citizenship
	Job skills and qualifications required 2: process and assist students in filling out applications. Great customer service skills. Responsible and
	Job skills and qualifications required 3: willing to learn. Friendly. Basic computer and typing skills. Basic knowledge of MS Word and Excel.
	Job skills and qualifications required 4: Bilingual English and Spanish; Fluent in reading/writing/speaking in both languages.
	Job dutiesDescription 1: Assist US Citizenship instructor with general office duties. Some typing and data entry.
	Job dutiesDescription 2: Assist students with the online º£½ÇÆÆ½â°æ registration process. Assist students in preparation for
	Job dutiesDescription 3: US Citizenship exams and interviews. Answer and make phone calls. Answer students' questions.
	Job dutiesDescription 4: 
	Supervisor Contact person: Cesar Guzman, Political Science Instructor
	Phone number: 760-550-2108
	Total hours per week: 15
	Hours: TBD
	Tuesday: TBD
	Wednesday: TBD
	Thursday: TBD
	Friday: TBD
	Text1:  08/05/2024
	Text2:  ZL138
	Text69: FCWS
	Text70:            1


