College of Agriculture, Life & Environmental Sciences, Career & Academic Services 
Student Office Assistant Job Posting
Position Type: Campus Jobs (Including Work Study), Part Time
Federal Work Study Only: Yes 
Restrict Applications: CALES major preferred 
Title: Student Office Assistant
Student Group B: $15.50/hr
Job Description
The College of Agriculture, Life & Environmental Sciences Career and Academic Services is seeking a student office assistant to perform general office duties. Must be available Tuesday and Thursday from 9 am – 2 pm in the Spring 2026 semester. 

Interviews will be held the week of February 9, 2026.  Position is expected to start the week of February 16, 2026. 

Desired Skills
· Comfortable working independently
· Proficient in Microsoft Excel, Word, and PowerPoint
· Self-motivated Team Player
· Multitasking
· Highly Reliable
· Friendly Personality
· Strong Attention to Detail
· Organizational Skills
· Commitment to Customer Service
· Adaptable to Changes

Duties:
· Provide administrative support by performing routine clerical tasks as required
· Greet students and guests as they enter the CALES Student Affairs suite (Forbes 204). Notify staff of student appointment arrival. 
· Answer questions about overall Career & Academic Services support/resources as well other CALES-related questions.
· Provide back-up for CALES Academic Advising administrative assistant. 
· Set up appointments via phone, email and in-person for CAS employees (academic advisors, learning and career coaches, wellness counselors, etc).
· Assist with office programs (i.e. orientation and convocation) and monthly events hosted by Career & Academic Services.
· Provide general office support for programming including, but not limited to, making phone calls, preparing items for regular mail delivery, organizing/tracking event participation, etc. 
· Must be able to provide customer service with a confident, friendly attitude.
· Must contribute to supporting a team environment through communication, collaboration and interaction effectively with team members.
· Additional duties as required.
To apply submit a resume AND work availability schedule
· Contact Information: Gabrielle Sykes-Casavant, gms@arizona.edu, Forbes Building Rm 204, Tucson, Arizona 85719
Additional Info:
· Location: Tucson, Arizona
· Desired Start Date: Asap
· Duration: Spring 2026 Semester only
· Salary Level: $15.50/hr 
· Approximate Hours Per Week: 10, Tuesday & Thursdays between 9 am – 2 pm
