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SANDBURG
STUDENT SERVICES — RECRUITING

Student worker

We're seeking a proactive and enthusiastic student to join our Student Services team as a
recruiting student worker. In this role, you'll engage directly with prospective students, assist
with event planning and support various administrative tasks. This position offers an excellent
opportunity to develop communication, event planning and administrative skills.

Federal work-study award is required to apply for this position. If you're unsure of your
eligibility, email Financial Aid, call 309.341.5283, or stop by E101.

Description of job duties
+ Conduct data entry tasks with a high level of accuracy.
+ Provide campus tours for prospective students, sharing information and answering
questions.
+ Assist with planning and executing recruiting activities and events.
* Answer phone calls, providing helpful and professional customer service.
+  Support administrative tasks such as copying, scanning and general computer work.

Specific experience & skills required
+ Strong communication and interpersonal skills
+ Ability to conduct data entry with a high level of accuracy
+ Comfortable with general computer work, including copying and scanning documents
+ Enthusiasm for assisting with event planning and execution

Licenses or training required
None.

Hours needed to work
Up to 20 hours per week, scheduled around classes.

Galesburg campus: 2400 Tom L. Wilson Boulevard, Galesburg, IL 61401 / p: 309.341.2518 / f: 309.344.1395
Carthage campus: 305 Sandburg Drive, Carthage, IL 62321 / p: 217.357.3129 / f: 217.357.5312
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