
University of Arkansas at Monticello College of Technology- McGehee 

Student Services 

Work Based Learning Student 

Duties and Responsibilities 

Will work specifically with Student Services in the execution of all department functions.  Serving 

primarily as front- line communication in Student Services, the position duties include but are not limited 

to: 

 Greeting all visitors in a professional, pleasant and efficient manner. 

 Managing telephone inquiries and taking messages. 

 Maintaining the physical appearance of the reception area. 

 Answering or referring routine inquiries from students, faculty, staff, and the general public regarding 

established departmental policies and procedures. 

 Maintain integrity in dealing with personal information. 

 Other related duties as assigned. 

Qualifications 

Ideal student candidates will have the ability to work independently in a fast-paced environment while 

delivering exemplary customer service.  A student employee must be able to work efficiently with many 

interruptions involving walk-in and telephone inquiries and requests. Desired skills & qualities include: 

 Ability to work under pressure and meet deadlines. 

 Ability to maintain positive interpersonal relationships. 

 Ability to work independently. 

 Ability to operate office equipment. 

 Ability to provide quality customer service. 

 Ability to maintain satisfactory work performance and attendance records. 

 Ability to work a flexible schedule. 

 Possess strong verbal and written communication skills. 

 Typing and spelling competency. 

 Highly motivated and detail-oriented. 

 Data entry experience preferred. 

 

Compensation  
 

Student workers are paid minimum wage, twice a month. Payroll dates will be 5 working days after the 

15th of the month, and 5 working days after the last day of the month. Timesheets for (1st -15th) must be 

submitted and approved by noon on the first workday following the 15th; and by noon, for (16th -end of 

month) on the first workday of the following month. 

 

 

Applications will be reviewed as they are received. Review of applicant data will begin immediately and 

continue until the position is filled. UAM is an Affirmative Action/ Equal Opportunity Employer and is 

subject to FOI requests. 

 

 

 


