
Student Employee Position Description Form 

SECTION ONE (to be completed ONLY when creating a new position) 

Supervisory 
Organization (Manager): 

Job Family: 

Job Posting Title 
(business title): 

Costing Allocation: 

Number of Positions: Job Profile: 

Availability Date: Location: 

Earliest Hire Date: Time Type: Part Time 

Starting Salary: Worker Type: Employee 

Worker Sub Type: Student Worker 

SECTION TWO (to be completed for both business processes) 

Position Change Reason: 

Hiring Restrictions Tab 

Job Description 
Summary: 

ROLES AND RESPONSIBILITIES: 

GENERAL QUALIFICATIONS: 

LEARNING OUTCOMES:  

Physical Location:

Leave Blank
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INSTRUCTIONS 

• If creating a position, fill out entire form. If editing a position, skip to Hiring Restrictions Tab section.
• Supervisory Organization: Enter the supervisor's name.
• Job Family: 
• Job Posting Title: All positions are to be titled TAMUG_(Student Assistant/Coordinator/

Technician_Business Title)
• Job Profile for Job Family: Leave blank
• Number of Positions: Provide one whole number. DO NOT GIVE A RANGE
• Job Profile: Select one from the drop-down options offered.
• Availability Date: Enter the date the form is being entered in to Workday.
• Earlies Hire Date: Leave Blank
• Location: The campus or system member where the job is located (example: TAMU College Station, 

TAMU McAllen, etc.)
• Time Type: Will always be “Part Time” for student employees.
• Worker Type: Will always be “Employee” for student employees.
• Worker Sub Type: will always be "Student Worker" for student employees.
• Physical Job Location: This is the physical location where the employee will work most days

(example: ASEC Building 3035 Suite 115).
• Position Change Reason: Enter the reason why the position is being edited, if editing a position.
• Job Description Summary: Should be a general overview of what the purpose of the job is.
• Roles and Responsibilities: The general responsibilities of the position. These will be copied in to the 

Job Description Box in Workday. Please include percentages of what the work will encompass that 
add up to 100%

• General Qualifications: Should include all qualifications requirements for the position.
• Learning Outcomes: Enter learning outcomes that a student employee will be expected to gain 

from the position. There MUST be a minimum of three (3) learning outcomes in the Job Description 
in Workday.
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	Text1: Trenton Smith
	Text2: Financial Aid Student Assistant
	Text3: 3
	Text4: 2/14/22
	Text5: 3/1/22
	Text6: 10.00
	Dropdown7: [Student Assistant]
	Text8: MAIN Building First Floor - Financial Aid
	Text9: This position serves primarily as an advisor in the Financial Aid Office on the Galveston Campus. This position is responsible for assisting parents and/or students with questions and solutions on and through the financial aid process as well as other educationally-related concerns via phone, email, and in person.
















	Text10: • Answering the main Galveston Scholarships & Financial Aid phone line and assisting callers with financial aid questions. 
• Answering the main Galveston Scholarships & Financial Aid email inbox and assisting customers with financial aid questions. 
• Assisting customers with financial aid questions in person.
• Use the student information system Compass to access individual student’s financial aid records in order to provide accurate and thorough information regarding financial aid processing.
• Learns to advise on and provide scholarship, employment, short-term loan, and student financial aid information to currently enrolled and prospective students and their parents.
• Ensures follow up as needed. 
• Periodically perform general office functions, which include: filing, faxing, copying, assisting with reports, scheduling appointments, assisting in other areas of the department, and other duties as assigned. 
















































	Text11: MUST BE WORK-STUDY ELIGIBLE. 
MUST BE ABLE TO WORK DURING THE SUMMER 
MUST BE ENROLLED IN AT LEAST 6 HOURS

-Must be a financial aid recipient 
-Need someone who is dependable, responsible and a self-starter seeking long-term employment. 
-Must be available / eligible to work in fall, spring and summer (enrolled in at least half time status in summer semester at TAMU) Must be available during school breaks 
-Must be able to work at least 10 to 20 hours per week in blocks of minimum of two hour shifts 














	Text12: Oral/Written Communication: Articulate thoughts clearly and effectively in written and oral form
Digital Technology: Show proficiency in current technologies
Leadership: Use interpersonal skills to coach and develop others























	Text7: MAIN Building
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	Text14: Scholarships and Financial Aid


