
Federal Work-Study Internship 
Program Job Description Form 

Name of Organization: Position Title: 

Hourly Wage: Average Hours Per Week:  

Desired Work Schedule:  
(list ideal work days and times of the week for this position)

Address:

Supervisor Name: Supervisor Phone Number:

Supervisor Email: 

Essential Duties and Responsibilities: 

Required Qualifications: 

Knowledge, Skills, and Abilities (check all that apply)

Verbal Communication

Microsoft Office Skills (Word, PowerPoint)

Adobe (Photoshop, Illustrator, InDesign)

Detail Orientation

Initiative

Written Communication

Ability to Work Independently

Ability to Work in a Team

Presentation and Public Speaking Skills

Problem Solving

Flexibility/Adaptability/Creativity

Organizational Skills

Customer Service Skills

Multi-tasking



Provide other required qualifications or information on this position: 

Skills/Experiences Gained from this Position:

Check off the UWM Shared Learning Goals in which students will gain knowledge, skills, and abilities. Please check all that 
apply below. 

Critical Critical and Creative Thinking Skills

Student employee will be able to meaningfully articulate how experiences outside of the formal 
classroom deepens their understanding of fields of study and broadens their points of view.

Effective Communication Skills

Individual, Social, and Environmental Responsibility

Student employee will be able to provide evidence in civic-engagement activities and describe what they 
have learned about themselves as it relates to a reinforced and clarified sense of civic identity and 
continued commitment to public action.

Please describe other skills/learning outcomes students will develop in this position: 

Student employee will be able to adapt and apply skills, abilities, theories, or methodologies gained in one 
situation to new situations to solve difficult problems or explore complex issues in original ways.

Student employee will be able to articulate insights into their own cultural rules and biases.

Intercultural Knowledge and Competence 


	Name of Non-Profit Organizatio_CNdUKSUvbalT6Hd6z4g9MA: City of Wauwatosa
	Position Title: _O8IGTVVMhynidVlgzoR*1w: Office Assistant
	Hourly Wage: _Lylv22YgwdkSQfr19rT4jQ: 15.00
	Average Hours Per Week:  _c6qpdGF8EBXZyuqC*OlBTA: 
	Desired Work Schedule:  (list _TuDIJnriWAwZA0EapaG42A: Can be flexible. Hours will fall between 8:30 and 4:30. Buisness is open Monday through Friday. Days flexible.
	Address:_GVaSG0F3oC7vxYb7Fhgbqg: 7725 W. North Ave
Wauwatosa, WI 53213
	Supervisor Name: _2066uKYUNXybF6iKzt6Cvg: Steven Braatz
	Supervisor Phone Number:_7uZM7Eszei44ac50SvuTYA: 414-479-8992
	Supervisor Email: _c-OQPM60ChT*NDv4mfz67w: sbraatz@wauwatosa.net
	Essential Duties and Responsib_H5ElY0Yn9*oAG-6*MaSc4Q: The following are normal for the position but shall not be construed as exclusive or inclusive. Other related duties may be required and assigned.
 
Clerk's office
- Provides clerical support to various boards, committees and commissions, which includes creating agendas and informational packets; attending meetings and accurately recording action taken by the board/committee; posting completed agendas and minutes to electronic meeting portal and/or city website.
- Performs election-related work including preparing materials, absentee voting, voter registration and post-election reconciliations.
- Recruits and assigns poll workers for each election; conducts orientation and maintains certification training information on poll workers; keeps accurate time-keeping records of poll workers.
- Acts as front-line customer service for residents and visitors of city hall; directs visitors to appropriate departments; performs research, pulls documents and follows up on issues as necessary.
- Assists in updating the city website and training new employees on the software used by the Clerk's office.
-  Performs and supports clerical functions in various City departments. 
- Sorts and distributes mail for all departments.
- Purchases supplies for the Clerk's Office.
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