Centenary College
Career Center

Work Study Job Description/Request Form
Department:_____________________________________________________________
Location: (building & room) ________________________________________________
Job Title: _______________________________________________________________
Job Description: __________________________________________________________ 

Special Skills Needed: (typing, computer literacy, specific major, foreign language)

Specific hours or days needed: (lunch hour, evenings, weekend barn, early a.m.)

Number of students needed for this job:_______

Briefly describe the work performed for your department:_________________________

Have you supervised Work Study students before:    Yes___________  No ___________

Important note:

1. Individual students will not work more than 10 hours per week based on their Work Study award amount.

2. Students are not allowed to start working until supervisor has received yellow confirmation letter. 

I have read and understood the above important notices and will sign all timesheets for my Work Study student.

Supervisor:__________________________
Signature:__________________________

Extension:______________________

Name and signature of individual responsible for student payroll report if different:

Name:_______________________________  Signature: _________________________

