Federal Work Study

Job Description

Internships
Title of Position:

College Assistant |

Supervisor/Contact:
Harriet Happel

Cynthia.Nelson@canyons.edu

Will schedule be arranged around student's classes? Yes (®) No O

Duties:

Internship Office Staff. This position is on the Valencia campus. Customer service,

processing paperwork, special projects, events, document imaging, training new staff,
and other duties as assigned.

Job Qualifications:

Working knowledge of computer systems, Microsoft Office (Word, Excel, Outlook,
PowerPoint), Internet, social media, and customer service skills.
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