TO: Administrators, Faculty and Staff
FROM: Nelson Lopez, Associate Director of Student Financial Services
SUBJECT: Request for Federal Work-Study Students for the
Academic Year 2023-2024
DATE: August 8, 2023

Work-Study Program Facts Sheet and Important Reminders!

1. The student must be eligible for federal work-study based on his/her financial need, which is determined by
the information submitted on the Free Application for Federal Student Aid (FAFSA). Their eligibility is
determined at the end of each semester/term.

2. The student must not replace full-time personnel.
3. The hourly rate of pay is $15.00 an hour.

4. A student is required to take a half-hour lunch break if he/she works more than 6 consecutive hours and
indicate it on their timesheet. Students are not paid for breaks, lunch, holidays, jury duty, overtime
or sick days.

5. Work-study supervisors are responsible for the accuracy of the student’s bi-weekly time sheets. Time sheets
will be submitted electronically to the Payroll Office on a weekly basis. The template of the time sheet is
attached to this email. Please share this with your student worker who will complete the time sheet, email
it to you, and you will email the time sheet to payroll@stcc.edu indicating your approval of the supervised
hours. Students who work until 4:00pm or later on a Friday should turn in the time sheet by the end of the
business day on the following Monday. Please check for any changes due to holidays.

6. The number of hours a student can work depends on their award and rate of pay. Most students are able to
work 15 hours per week. Students can work during school breaks when classes are not in session
provided they have enough funds available. If the supervisor/student is unable to determine a students
status please contact the Student Financial Services office for assistance.

7. If at any time, you are displeased with your work-study student and cannot resolve the problem, please
notify Nelson Lopez (holopez2201@stcc.edu).

8. Work-study supervisors must complete the work-study job contract with the student.

9. Forms are required to be completed each term. Students should not begin working until Student Financial
Services has received all required documentation.

10. If you anticipate the need for a work-study student(s) for the 2023-2024 academic year, you must complete
this form. This form must be completed and returned to the Student Financial Services Office no later
than August 1, 2023. Please note that this is not a guarantee for a work-study student(s). We will be
making financial aid awards for the academic year and need this information to help determine the
number of work-study positions that are available. The student(s) selected for the federal work-study
program may begin working on September 5, 2023 as long as all required documentation has been
completed and submitted.



Federal Work Study
Job Description Form

Job Title: Recruitment & Retention Assistant

Desired No. of Hires: 4

Department or Organization: Workforce Development
Address (Off campus only):

Supervisor: Gladys Franco / Kristy Santos

Designee: Danielle Morales

Office: Building 27, 257 Office: B27, 256 Phone: 413.755.4522 Phone: 413.755.4893 Email:
gnfranco@stcc.edu Email: dmorales0002@stcc.edu

General Job Description:
Warmly greet prospective, current and alumni students at the reception area. Direct visitors to the
right location/person. Answer phones and make outreach calls. Other duties may be assigned.

Detailed List of Duties:
® Greet visitors
e Learn about and provide information about programs
e Make phone calls
e Help deliver presentations/ info sessions
e Make copies/ send mail/emails
e pass out/deliver marketing materials
e collect and enter data
Opportunities for Advancement: Please list those duties an employee can expect to learn in terms of job growth,
if rehired.
® Research
e Data Collection, entry and analysis
e Networking/ community engagement
e Office operations

Responsibility Involved: consider responsibility for direction of others, service to the public, equipment or materials
used, and the amount of confidentiality required.

e Protect communication and student data collected electronically.

e Hold confidential conversation in appropriate office space
Skills and/or previous experience desired:

e Ability to communicate effectively verbally and in writing

e Experience using microsoft office and google workspace

e Strong interpersonal skills

e Typing at least 40 wpm

o Bilingual (English/Spanish preferred)
Amount of supervision required: xRegular [1 Occasional L1 Minimal Student employees are not permitted
to work without any supervision.



Hours desired to cover (evening, weekend, etc.): Monday- Friday
e 8:00 AM- 11:00 AM

e 11:00 AM- 2:00 PM
e 2:00 PM-5:00 PM
e 5:00 PM- 8:00 PM

How to Apply: Contact supervisor/designee listed above.

Completed and Submitted By:
AVP of Workforce Dev. 11/15/2023

. Signature of

Supervisor or Division Dean Title Date

Please return completed form to nolopez2201@stcc.edu



