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BCCC FEDERAL WORK-STUDY PROGRAM
2024-2025 POSITION REQUEST FORM

Name of Department Office (on campus): Records & Registration Department___ 
Name of Organization (off-campus):	______________________________________
Mailing Address:			2901 Liberty Heights Ave, Baltimore, MD 21215
Location:			            Main Building, Room 06 
Phone Numbers:			410 462 8369 and 410 462 7777
Title of Position:	            	Clerical Assistant -Work Study_

Number of students desired to fill this position:  __4___

Responsibilities and General Job Function:
The work study in the Office of Records and Registration will assist with the maintenance of student records, perform general administrative tasks, provide support with student registration and customer service to students, faculty and staff as needed. Work study needs to be a self-starter, self-directed, detail-oriented, reliable and have the ability to multi-task. Job duties include data imaging, filing, and sorting documents, mail sorting, assisting with front office coverage and other duties as assigned by the supervisor.
Education/Training/Skills:
Computer proficiency in Word, Excel, Outlook, and web proficiency is required. Strong attention to detail, administrative and organizational skills. Excellent customer service skills and telephone etiquette. 
Requirements:
Eligible for College Work study. 
Resume and Cover letter with explanation of interest submitted to registrar@bccc.edu 
Score 80 % or higher on the assessment.
Understand FERPA and confidentiality of records.  



Records and Registration office hours are: 
Monday, Thursday, and Friday. 8:30 a.m. to 5:00 p.m.
Tuesday and Wednesday 8:30 a.m. to 7:00 p.m.
Number of hours per week (If unknown indicate hours will vary) 20 
______________________________________________________________________________
Supervisor Name:  	Nena Kutniewski ngarnes@bccc.edu
Back up Name(s):      Wendy Harris wharris@bccc.edu , Karen McCray kmccray3@bccc.edu 
	SPECIAL NOTE: The Employment Authorization Form (EAF) will have the FWS student’s award amount and the number of hours a student should work each week. It is extremely important that the supervisor set the student’s work schedule so that the student will not exhaust his or her award. If the student works more than he or she is awarded, the Financial Aid Office will not pay the student.
However, the student will still need to be paid out of your office budget. _____ (supervisor’s initial).


_____________________________________________________________________________

Confidentiality Agreement: As a Records and Registration Work Study Student, you must promise to always keep all student records confidential. You must understand that if you violate the confidentiality agreement, you will be terminated as a Work Study Student, which will be reported to the financial aid office.
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