[image: ]												Supervisor Pin #___

BCCC FEDERAL WORK-STUDY PROGRAM
2025 -2026 POSITION REQUEST FORM

Name of Department Office (on campus): Enterprise Application Services Department 
Name of Organization (off-campus):	______________________________________
Mailing Address:			2901 Liberty Heights Ave, Baltimore, MD 21215
Phone Numbers:			410 462 8369 and 410 462 7777
Title of Position:	            	Student Worker -  IT Assistant_

Number of students desired to fill this position:  __2___

Responsibilities
· Create Job Aids 
· Document current CRM Recruit workflows 
· Downloading videos from the Ellucian Box portal and uploading the videos to our teams’ sites.
· Monitoring the daily progress of projects
· Organizing reports, and other project files for easy access
:
Requirements:
· Knowledge of Microsoft Software 
· Strong administrative and organizational skills.

Number of hours per week (If unknown indicate hours will vary) 20 
______________________________________________________________________________

Supervisor Name:	 Ishwor Aryal
Back up Name(s):	Anthony Morris
Address:			3100 Towanda Ave.
			Baltimore, MD 21215
Location:		West Pavilion
Phone Number(s): 410-462-8458	
Email Addresses:	iaryal@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. __IA___ (supervisor’s initial).


_____________________________________________________________________________

Confidentiality Agreement: As an IT Work Study Student, you must promise to keep all 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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