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STUDENT EMPLOYMENT JOB DESCRIPTION

Dept/Agency: HUMAN RESOURCES Supervisor: LIZ VECK

Phone: 5-4945 Mail Code: HRC E-mai|: EVECK@PDX.EDU
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Student Job Title: RIS ASSISTANT

Hourly Pay: 9.00 Employee Level: 1 2 3O 4
(Please refer to the Hourly Student Wage Scale for allowable pay rates and Student Employee Levels)

Type of student pay: Work-study only E Regular Wage only ,:I Both D

WORK HOURS: During business hours _20-30 Evenings Other

DURATION (check one): Full Year: I:| Academic Year: I | Summer Only: I |
On Campus: El Off Campus: ,:l

Assist with PC support in HR office and work on various HRIS Projects as assigned.

Description of duties:

Back up HR Front Desk and answer phones at least 2 hours/week.

. . Knowledge of Windows and Office XP software helpful. Willing to learn other computer skills.
Requirements/Skills: 9 P 9 P

Good Communication problem solving, responsible, able to work independently, customer service skills, and attention to detail.

% Post Job? _YES Please notify Financial Aid EACH TIME you
YES OR NO wish to remove or re-post the position.
Call (503)725-4950 or e-mail brownesh@pdx.edu

Department Payroll Coordinator: Phone:
(Please Print Name)

Organization Code: 600300 Today's Date: _6/27/03

(six digit number)

HRC Position number; D97876
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