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STUDENT EMPLOYMENT JOB DESCRIPTION

	Position Title: Click or tap here to enter text.
	Reports To / Sup Org: Click or tap here to enter text.

	Department: Click or tap here to enter text.
	Division: Click or tap here to enter text.



FOR STUDENT EMPLOYMENT USE ONLY
	Classification / Pay Rate:  
	Status: Non-Exempt

	Approval Date: Click or tap here to enter text.
	Full-Time/ Part-Time: Part-time



CSCC has the right to revise this position description at any time. This position description does not represent in any way a contract of employment.


To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions described in this position description. Since every duty associated with this position may not be described herein, employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performing of their duties just as though they were actually written out in this position description.


JOB DESCRIPTION SUMMARY (Brief overview/summary)









	

ESSENTIAL JOB FUNCTIONS
Please provide a detailed list and description of position duties/responsibilities.

	
	
Tasks

	Duties and Responsibilities
	

	Other 
(for all positions)
	Maintain privacy and confidentiality of student records and other sensitive information.

Fosters and maintains a community of respect for faculty, staff, students, and members of the community.

Work a consistent, reliable schedule and exhibits regular and punctual attendance.

Perform other duties as assigned.





STUDENT EMPLOYMENT REQUIRMENTS
College Work Study
This position requires that any applicant be enrolled as a current student at Columbus State in three or more credit hours in a degree or certificate seeking program. Visit https://www.cscc.edu/services/careers/work-study.shtml for a full explanation of eligibility requirements for student employment at Columbus State.
OR
Federal Work Study
This position requires applicants to:
· Have an Accepted Federal Work Study award as part of their current/upcoming Financial Aid award with Columbus State. View your Financial Aid under your Financials Hub in Workday. Federal Work Study will display as “Employment” type. If still in Offered status, click Accept/Decline Awards button, update to Accept, and click OK.
· Be enrolled in SIX or more credit hours in a degree or certificate program.
· Meet Satisfactory Academic Progress (SAP) requirements.
· Have a high school diploma or a certificate of attendance from an accredited secondary school or a certificate of high school equivalence and be exempt from Ohio Revised Code Chapter 4109.
· Have reliable transportation or other means of getting to work regularly.

Visit www.cscc.edu/services/careers/work-study for a full explanation of eligibility requirements.
Not awarded Federal Work Study? Visit Nestor Hall 108 or email studentemployment@cscc.edu. 
Students enrolled as Transient, College Credit Plus, Undecided, or otherwise non-degree-seeking are not considered eligible for Student Employment.
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POSITION SPECIFIC EDUCATION / EXPERIENCE REQUIREMENTS (MINIMUM REQUIREMENTS)



COMPETENCIES REQUIRED
	KNOWLEDGE OF:
	· 

	SKILL IN:
	· 

	ABILITY TO:
	· 




PREFERRED QUALIFICATIONS



RELATED PATHWAYS / MAJORS
Please note the Pathway(s) and Major(s) that would relate to this type of work and/or department of work. Student employment encourages work related to a course of study whenever possible.
	Pathway:
	Choose an item.
	Secondary Pathway:
	Choose an item.


Majors


ADDITIONAL INFORMATION






POSITION EVALUATION
The information provided will assist in the determination of the Tier/Level classification. 
Please click the “Choose an item” box of each item to open the drop-down menu selection.


	What level of Experience is required to be hired into/considered for this role?
	Choose an item.
	What level of Independent Judgement is required of the student employee in this role? (Consider on a day to day or week to week basis.)
	Choose an item.
	What level of mechanical, technical, or subject-specific Skills is required to be successful in this position?
	Choose an item.
	What is the level of positional Leadership for this role, in relation to other student employees?
	Choose an item.
	What level of Impact on Student Academic Success will a student employee in this position have? (For Community Work Study positions, rate the general Impact on Client Success a student employee in this position would have.)
	Choose an item.
	Is this position designated as Community Work Study? (Position is posted with an off-campus community partner OR with Mid-Ohio Market?)
	Choose an item.
	Provide any other comments that would be helpful in evaluating this request.
	Click or tap here to enter text.
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