
 
Financial Aid Office 

 

2023 - 2024 Federal Work Study Position Request 
 

Job Title/Classification:  Grossmont College 
Department: 

 

Supervisor Name:  Dean/Manager Name:  

Supervisor’s Room and Extension:  Number of positions needed:  

Pay Range:  Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week] 

 

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only] 

 Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 
 

 

 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

 

Skills  and Other Requirements:  
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

 

 
  

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

 
 
 
 

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

 

Signature of Dean/Manager:  Date:  

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

Allied Health and Nursing Division Support Administrative Assistant 1 Allied Health and Nursing

Debora Curry Nancy Saks

7149 1

Federal Work Study 
Level 1 $15.50/hr

10

Fall and Spring Will work with student's 
availability  and request 
once student chooses a 
schedule that they keep 
to it

Building 34, mostly suite 256. May include work in other areas of 
building 34

Command of English language to level of English 98, familiarity with MS 
Office, works well in a team environment, prompt and consistent 
attendance, independent worker when assigned work has been 
explained and is understood.

The purpose of this position is to support the daily operations of the Allied Health and Nursing program 
faculty and staff. Work will be primarily clerical in nature, working with spreadsheets, updating student 
files, and filing. In the simulation lab, classrooms and surrounding areas, students may be involved in 
activities including cleaning, unpacking, and maintaining spaces in operational order for students.

1370603

8.22.2023





Financial Aid Office 

2023 - 2024 Federal Work Study Position Request 

Job Title/Classification: Grossmont College 
Department: 

Supervisor Name: Dean/Manager Name: 

Supervisor’s Room and Extension: Number of positions needed: 

Pay Range: Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week]

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only]

Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

Skills  and Other Requirements: 
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

Signature of Dean/Manager: Date: 

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

Clerk ASGC Activities

Irene Bauza Sara Varghese

10-110     X7603 2-3 
Current starting pay for 
clerk level

10 or more hours 
per week

Fall 2023 and Spring 2024 MTWTh  9am-5pm, 
Friday 9am-1pm   
Hours may vary 
throughout term.  

Activities window is located adjacent to and within hearing of supervisor's office.

English language to English 120, experience with computer programs and navigating Internet, basic math skills, 
familiarity with campus to direct students to other offices and locations, ability to arrive on time as scheduled.

Activities Window Clerk - The primary purpose of this position is to sell student bus passes, explain and distribute the ASGC benefits package, 
and assist customers with appropriate forms for student government and club accounting deposits and expenses. Duties are performed using 
several computer programs and a cash register.

7336000  Associated Students Grossmont College

Allied Health and Nursing Division Support Administrative Assistant 1 Allied Health and Nursing

Debora Curry Nancy Saks

7149 1

Federal Work Study 
Level 1 $15.50/hr

10

Fall and Spring Will work with student's 
availability  and request 
once student chooses a 
schedule that they keep 
to it

Building 34, mostly suite 256. May include work in other areas of 
building 34

Command of English language to level of English 98, familiarity with MS 
Office, works well in a team environment, prompt and consistent 
attendance, independent worker when assigned work has been 
explained and is understood.

The purpose of this position is to support the daily operations of the Allied Health and Nursing program 
faculty and staff. Work will be primarily clerical in nature, working with spreadsheets, updating student 
files, and filing. In the simulation lab, classrooms and surrounding areas, students may be involved in 
activities including cleaning, unpacking, and maintaining spaces in operational order for students.

1370603

8.22.2023





Financial Aid Office 

2023 - 2024 Federal Work Study Position Request 

Job Title/Classification: Grossmont College 
Department: 

Supervisor Name: Dean/Manager Name: 

Supervisor’s Room and Extension: Number of positions needed: 

Pay Range: Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week]

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only]

Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

Skills  and Other Requirements: 
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

Signature of Dean/Manager: Date: 

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

4 Dean Hicks

Allied Health and Nursing Division Support Administrative Assistant 1 Allied Health and Nursing

Debora Curry Nancy Saks

7149 1

Federal Work Study 
Level 1 $15.50/hr

10

Fall and Spring Will work with student's 
availability  and request 
once student chooses a 
schedule that they keep 
to it

Building 34, mostly suite 256. May include work in other areas of 
building 34

Command of English language to level of English 98, familiarity with MS 
Office, works well in a team environment, prompt and consistent 
attendance, independent worker when assigned work has been 
explained and is understood.

The purpose of this position is to support the daily operations of the Allied Health and Nursing program 
faculty and staff. Work will be primarily clerical in nature, working with spreadsheets, updating student 
files, and filing. In the simulation lab, classrooms and surrounding areas, students may be involved in 
activities including cleaning, unpacking, and maintaining spaces in operational order for students.

1370603

8.22.2023



 
Financial Aid Office 

 

2023 - 2024 Federal Work Study Position Request 
 

Job Title/Classification:  Grossmont College 
Department: 

 

Supervisor Name:  Dean/Manager Name:  

Supervisor’s Room and Extension:  Number of positions needed:  

Pay Range:  Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week] 

 

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only] 

 Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 
 

 

 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

 

Skills  and Other Requirements:  
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

 

 
  

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

 
 
 
 

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

 

Signature of Dean/Manager:  Date:  

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

Allied Health and Nursing Division Support Administrative Assistant 1 Allied Health and Nursing

Debora Curry Nancy Saks

7149 1

Federal Work Study 
Level 1 $15.50/hr

10

Fall and Spring Will work with student's 
availability  and request 
once student chooses a 
schedule that they keep 
to it

Building 34, mostly suite 256. May include work in other areas of 
building 34

Command of English language to level of English 98, familiarity with MS 
Office, works well in a team environment, prompt and consistent 
attendance, independent worker when assigned work has been 
explained and is understood.

The purpose of this position is to support the daily operations of the Allied Health and Nursing program 
faculty and staff. Work will be primarily clerical in nature, working with spreadsheets, updating student 
files, and filing. In the simulation lab, classrooms and surrounding areas, students may be involved in 
activities including cleaning, unpacking, and maintaining spaces in operational order for students.

1370603

8.22.2023



Financial Aid Office 

2023 - 2024 Federal Work Study Position Request 

Job Title/Classification: Grossmont College 
Department: 

Supervisor Name: Dean/Manager Name: 

Supervisor’s Room and Extension: Number of positions needed: 

Pay Range: Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week]

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only]

Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

Skills  and Other Requirements: 
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

Signature of Dean/Manager: Date: 

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

Allied Health and Nursing Division Support Administrative Assistant 1 Allied Health and Nursing

Debora Curry Nancy Saks

7149 1

Federal Work Study 
Level 1 $15.50/hr

10

Fall and Spring Will work with student's 
availability  and request 
once student chooses a 
schedule that they keep 
to it

Building 34, mostly suite 256. May include work in other areas of 
building 34

Command of English language to level of English 98, familiarity with MS 
Office, works well in a team environment, prompt and consistent 
attendance, independent worker when assigned work has been 
explained and is understood.

The purpose of this position is to support the daily operations of the Allied Health and Nursing program 
faculty and staff. Work will be primarily clerical in nature, working with spreadsheets, updating student 
files, and filing. In the simulation lab, classrooms and surrounding areas, students may be involved in 
activities including cleaning, unpacking, and maintaining spaces in operational order for students.

1370603

8.22.2023



GROSSMONT 

COLLEGE 

Financial Aid Office 

2023 - 2024 Federal Work Study Position Request 

Job Title/Classification: 
Counseling Center Clerk 

Grossmont College 

Department: 

Supervisor Name: Silva Jajo Dean/Manager Name: 

Supervisor's Room and Extension: 10-164A, x7645 Number of positions needed: 

Pay Range: 15.48 Number of Hours Per Week: 
[Maximum haurs may nat exceed 25 
haurs per week] 

Semesters: Fall and Spring Days & Times Needed: 
[i.e. Fall and Spring, Fall Only, Spring Only] [i.e. MWF from Bom -12noon, M-F 

mornings, Varies and will work with 
student's schedule, etc.] 

Location Work-study student Counseling Center Front Desk 
will be placed (If different from 
Supervisor's office): 

Skills and Other Requirements: 

[i.e.: Command of the English Language to 
the level af English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

Counseling Center 

Martha Clavelle 

1-3 

10-20 

Varies by semester. 
Preference for opening 
(8am) and/or closing 
(5pm or 6pm) availability. 

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 

responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms. 

Counseling Center Clerk - The purpose of this position is to provide excellent customer service at the Counseling Center. 
The duties include: in-person and over the phone assistance to students, district employees, and the general public; 
scheduling counseling appointments; assisting and directing students to proper campus services and/or resources; filing; 
making copies and scanning documents; class registration assistance; various office projects; maintaining confidentiality. 

Smart Key (please provide a Smartkey 

that any funds earned in excess of the 
1333005 

student's award can be charged to): 

Signature of Dean/Manager: ~ ~~ 
Date: ~ 

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail 
to Jenna_Marogi@gcccd .edu 

7/21(~3 

Familiarity with MS Office. Customer Service skills. 









 
Financial Aid Office 

 

2023 - 2024 Federal Work Study Position Request 
 

Job Title/Classification:  Grossmont College 
Department: 

 

Supervisor Name:  Dean/Manager Name:  

Supervisor’s Room and Extension:  Number of positions needed:  

Pay Range:  Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week] 

 

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only] 

 Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 
 

 

 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

 

Skills  and Other Requirements:  
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

 

 
  

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

 
 
 
 

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

 

Signature of Dean/Manager:  Date:  

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

Allied Health and Nursing Division Support Administrative Assistant 1 Allied Health and Nursing

Debora Curry Nancy Saks

7149 1

Federal Work Study 
Level 1 $15.50/hr

10

Fall and Spring Will work with student's 
availability  and request 
once student chooses a 
schedule that they keep 
to it

Building 34, mostly suite 256. May include work in other areas of 
building 34

Command of English language to level of English 98, familiarity with MS 
Office, works well in a team environment, prompt and consistent 
attendance, independent worker when assigned work has been 
explained and is understood.

The purpose of this position is to support the daily operations of the Allied Health and Nursing program 
faculty and staff. Work will be primarily clerical in nature, working with spreadsheets, updating student 
files, and filing. In the simulation lab, classrooms and surrounding areas, students may be involved in 
activities including cleaning, unpacking, and maintaining spaces in operational order for students.

1370603

8.22.2023









Financial Aid Office 

2023 - 2024 Federal Work Study Position Request 

Job Title/Classification: Grossmont College 
Department: 

 

Supervisor Name:  Dean/Manager Name:  

Supervisor’s Room and Extension:  Number of positions needed:  

Pay Range:  Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week]

 

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only]

 Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 

 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

Skills  and Other Requirements: 
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

 
 

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

 
 

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

 

Signature of Dean/Manager: Date: 

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

Student Worker - Assistant 1 - Instructional Computing ICS/IMS
Bryan Cooper Tate Hurvitz

70-215 X7512 2

$16.52 24

Fall and Spring Monday - Friday 
8am-5pm (flexible 
times within these 
hours) 22 hours max

70-105

English, computer experience preferred (not required).  Interest in 
Technology and computers.

Performing various tasks as assigned related to moving and installing, upgrading, repairing and 
diagnosing computers and software.

1329001-2311

Tate Hurvitz 4/12/2024



GROSSMONT 

COLLEGE 

Financial Aid Office 

2023 - 2024 Federal Work Study Position Request 

Job Title/Classification: 
Justice Scholars Ambassador 

Grossmont College 
Department: 

Supervisor Name: Yohany Corona-Batalona Dean/Manager Name: 

Supervisor's Room and Extension: 70-229, x7373 Number of positions needed: 

Pay Range: $16 Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week] 

Semesters: Spring 2024 Days & Times Needed: 
[i.e. Fall and Spring, Fall Only, Spring Only] [i.e. MWF from 8am -12noon, M-F 

mornings, Varies and will work with 
student's schedule, etc.] 

Location Work-study student The Village 
will be placed {If different from 
Supervisor's office): 

Skills and Other Requirements: Clerical skills, phone, good communicator 
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

Justice Scholars 

Martha Clavelle 

1 
20 

Varies 

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms. 

Justice Scholar Ambassador - will support our program needs through clerical support, scheduling, 
communicating with students, outreach, among other duties as needed. 

Smart Key (please provide a Smartkey 1333194 
that any funds earned in excess of the 
student's award can be charged to): 

Signature of Dean/Manager: ~ fJ/4 z__ Date: ij1,;71 
After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 

Jenna_Marogi@gcccd.edu 







 
Financial Aid Office 

 

2023 - 2024 Federal Work Study Position Request 
 

Job Title/Classification:  Grossmont College 
Department: 

 

Supervisor Name:  Dean/Manager Name:  

Supervisor’s Room and Extension:  Number of positions needed:  

Pay Range:  Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week] 

 

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only] 

 Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 
 

 

 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

 

Skills  and Other Requirements:  
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

 

 
  

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

 
 
 
 

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

 

Signature of Dean/Manager:  Date:  

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

Clerical Assistant Student Affairs

Sara Varghese Sara Varghese

Bldg 60, room 204, x7159 2

$15.00 20

Fall 2023 and Spring 
2024

Varies and will work 
wit student's schedule

Student Affairs Office 60-204

Command of the English language, familiar with MS word, calendaring, 
and answering phones. Comfortable working at a front desk. 

Student Affairs Clerical Assistant - the purpose of the position is to work the front desk, answer 
phones and questions from students, faculty and staff that come into the office. They will deliver mail, 
check travel packets for completeness, do background checks, and help out with various special 
events around campus. 

1336001

7/20/2023







GROSSMONT 

COLLEGE 

ij 
Financial Aid Office 

2023 - 2024 Federal Work Study Position Request 

Job Title/Classification: 
Transfer Center Clerk 

Grossmont College 
Department: 

Supervisor Name: Silva Jajo Dean/Manager Name: 

Supervisor's Room and Extension: 10-164A, x7645 Number of positions needed: 

Pay Range: 15.48 Number of Hours Per Week: 
{Maximum hours may not exceed 25 
hours per week] 

Semesters: Fall and Spring Days & Times Needed: 
[i.e. Fall and Spring, Fall Only, Spring Only] [i. e. MWF from 8am -12noon, M-F 

mornings, Varies and will work with 
student's schedule, etc.] 

Location Work-study student Transfer Center Front Desk 
will be placed (If different from 
Supervisor's office): 

Skills and Other Requirements: 

[i.e. : Command of the English Language ta 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

Counseling Center 

Martha Clavelle 

1-3 

10-20 

Varies by semester. 
Preference for opening 
(8am) and/or closing 
(5pm or 6pm) availability. 

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 

responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs. The duties and 

responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms. 

Transfer Center Clerk - The purpose of this position is to provide excellent customer service at the Transfer Center. The duties 
include: in-person and over the phone assistance to students, district employees, and the general public; scheduling transfer 
counseling appointments and scheduling application workshops; assisting and directing students to proper campus services 
and/or resources; filing ; making copies and scanning documents; class registration assistance; various office projects; 
maintaining confidentiality. 

Smart Key (please provide a Smartkey 

that any funds earned in excess of the 
1333005 

student's award can be charged to): 

Signature of Dean/Manager: 

~1tr,v (P~h~ 
Date: 

7/ 211/2,;i 
After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN : Jenna Marogi or via e-mail 

to Jenna_Marogi@gcccd .edu 

.,, 

Familiarity with MS Office. Customer Service skills.



 
Financial Aid Office 

 

2023 - 2024 Federal Work Study Position Request 
 

Job Title/Classification:  Grossmont College 
Department: 

 

Supervisor Name:  Dean/Manager Name:  

Supervisor’s Room and Extension:  Number of positions needed:  

Pay Range:  Number of Hours Per Week: 
[Maximum hours may not exceed 25 
hours per week] 

 

Semesters: 
 [i.e. Fall and Spring, Fall Only, Spring Only] 

 Days & Times Needed: 
[i.e. MWF from 8am -12noon, M-F 
mornings, Varies and will work with 
student’s schedule, etc.] 
 

 

 

Location Work-study student 
will be placed (If different from 
Supervisor’s office): 

 

Skills  and Other Requirements:  
[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

 

 
  

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of this position is to provide support to various college financial aid programs.  The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms.  

 
 
 
 

Smart Key (please provide a Smartkey 
that any funds earned in excess of the 
student’s award can be charged to): 

 

Signature of Dean/Manager:  Date:  

After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN: Jenna Marogi or via e-mail to 
Jenna_Marogi@gcccd.edu 

Clerical Assistant Student Affairs

Sara Varghese Sara Varghese

Bldg 60, room 204, x7159 2

$15.00 20

Fall 2023 and Spring 
2024

Varies and will work 
wit student's schedule

Student Affairs Office 60-204

Command of the English language, familiar with MS word, calendaring, 
and answering phones. Comfortable working at a front desk. 

Student Affairs Clerical Assistant - the purpose of the position is to work the front desk, answer 
phones and questions from students, faculty and staff that come into the office. They will deliver mail, 
check travel packets for completeness, do background checks, and help out with various special 
events around campus. 

1336001

7/20/2023



G R OSSMON T 

C 0 L L E G E 

ij 
Financial Aid Office 

2023 - 2024 Federal Work Study Position Request 

Job Title/Classification: 
Veterans Resource Center Clerk 

Grossmont College 
Veterans Resource Center 

Department: 

Supervisor Name: Silva Jajo Dean/Manager Name: Martha Clavelle 
Supervisor's Room and Extension: 10-164A, x7645 Number of positions needed: 1-3 
Pay Range: 15.48 Number of Hours Per Week: 10-20 

[Maximum haurs may not exceed 25 
hours per week] 

Semesters: Fall and Spring Days & Times Needed: Varies by semester. 
[i.e. Fa ll and Spring, Fall Only, Spring Only} [i.e. MWF from 8am -12noon, M-F Preference for opening 

mornings, Varies and will wark with 
(8am) and/or closing student's schedule, etc. ] 
(5pm or 6pm) availability. 

Location Work-study student Transfer Center Front Desk 
will be placed (If different from 
Supervisor's office): 

Skills and Other Requirements: 

[i.e.: Command of the English Language to 
the level of English 98, successfully 
completed a specific course with a certain 
grade, familiarity with MS Office, TB Test, 
etc.] 

Job Description (Enter Text Below)- please state the purpose of this position within your department and the duties and 
responsibilities associated with the position: 

Example: Financial Aid Ambassador- the purpose of th is position is to provide support to various college financial aid programs. The duties and 
responsibilities include outreach, financial aid presentations and assisting students with financial aid applications/forms. 

Veterans Resource Center Clerk - The purpose of this position is to provide excellent customer service at the VRC. The duties 
include: in-person and over the phone assistance to veterans and veteran dependents, district employees, and the general 
public; scheduling counseling appointments; assisting and directing students to proper campus services and/or resources; filing; 
making copies and scanning documents; class registration assistance; various office projects; maintaining confidentiality. 

Smart Key (please provide a Smartkey 1372399 
that any funds earned in excess of the 
student's award can be charged to): 

Signature of Dean/Manager: 
~ ,t?v- ~h 

Date: 7/~/43 
After the Dean/Manager has signed, please return this request to the Financial Aid Office, 10-109, ATTN : Jenna Marogi or via e-mail 

to Jenna_Marogi @gcccd.edu 

Familiarity with MS Office. Customer Service skills. 




	CWS Pt1.pdf
	CWS Pt 2.pdf

