
West Virginia State University
Office of Career Services and Cooperative Education

ACADEMIC YEAR _______/_________
JOB REQUEST

&
APPLICATION TO EMPLOY STUDENTS FOR THE FEDERAL COLLEGE WORK STUDY PROGRAM

GENERAL INFORMATION

JOB DESCRIPTION

STUDENT QUALIFICATIONS (CHECK SPECIFIC SKILLS YOU WOULD LIKE STUDENT TO HAVE )

COMPLETE AND RETURN TO THE OFFICE OF CAREER SERVICES
AND COOPERATIVE EDUCATION

 216 WALLACE HALL

DEPARTMENT EXT.

EXT.DEPT CHAIR

EXT.JOB SUPERVISOR

TITLE OF JOB ASSIGNMENT NO. OF STUDENTS NEEDED

NO. OF HOURS PER WEEKANY SPECIFIC DAYS AND HOURS

DESCRIPTION
OF WORK TO BE
PERFORMED

SATURDAY HOURS

SUNDAY HOURS

words per minute

List any specific
software packages
languages
data entry

TYPINGBasic Computer Skills

Receptionist/Telephone

Filing

Can officiate athletic events

Water Safety/Lifeguard

Accounting/Bookkeeping

Knowledge of Graphic Design

Newspaper/Editing

Can operate
machinery (list)

Other skills

SPECIAL QUALIFICATIONS
OR INFORMATION

PROVIDE THE
NAMES OF
STUDENTS YOU
WOULD LIKE TO
WORK IN YOUR
DEPARTMENT

APPROVED BY

BY SUBMITTING YOUR NAME AND DATE BELOW, YOU
CERTIFY THAT THE REQUEST HAS BEEN APPROVED
BY THE CHAIRPERSON/DEAN/DIRECTOR LISTED.

REQUESTER NAME EXT. Date


West Virginia State College
Sherri Cox
D:20070125103649- 05'00'
D:20070125103655- 05'00'
West Virginia State University 
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