
 
 
 
 

 
 

STATE WORK STUDY POSITION OPENING 
 

Office Assistant II  
Student Financial Assistance Division-GEAR UP 

 
November 16, 2012 

 
Applications are invited for the position of Office Assistant II providing general support to the GEAR 
UP (Gaining Early Awareness and Readiness for Undergraduate Programs) Program. 
 
Applicants must have State Work Study eligibility with a career interest in accounting, public 
administration, student services, or related field to qualify for this position.  The position is part-time 
(10-19 hours per week) depending upon award amount.  Applicants will be encouraged to work 30-40 
hours per week during school breaks.  The hourly wage rate is $11.59. 
 
Duties:  

• Maintain filing systems, including photocopying, scanning, and filing documents. 
• Process incoming and outgoing mail. 
• Data entry using an Access database. 
• Proofread current materials and documents. 
• Create merge letters and documents. 
• Provide general clerical support to GEAR UP staff.  
• Perform other duties as assigned. 

 
Qualifications: 

• Strong clerical abilities, including file management, word processing, record keeping, and 
organizational skills. 

• Excellent communication skills. 
• Computer competencies using Microsoft Word, Excel, and Access. 
• The ability to work independently in a lively, busy, environment with interruptions. 
• Ability to simultaneously manage several tasks to completion under deadline expectations. 
• Display a reliable and conscientious work ethic. 
• Adaptability to perform in different working environments. 
• State Work Study eligible college student.  
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