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                                                                                                                                SITE #_         __

BCCC FEDERAL WORK STUDY PROGRAM 
POSITION REQUEST FORM

Financial Aid Award Year:		____2026-2027_________________________	

Name of Department Office (on campus):	Mayor’s Scholars & Special Programs   		
Name of Organization (off-campus):	   n/a								
Mailing Address:				Liberty Road Campus                        		
					2901 Liberty Heights Ave. 21215			
					Main Building, Rooms 117D-117H			
Title of Position: 				MSP Office Assistant						
Number of Students desired to fill this position: 3-5		
Qualification(s) required (may attach additional statement:
Punctuality, verbal and communication skills, detail oriented, able to navigate student online platforms, able to walk around campus, filing, maintaining inventory, materials organization 
Responsibilities of Position: Work study students will assist in controlling the student visitor traffic, by having students sign in and then referring them to the appropriate support persons.  At times WS students will assist in hosting student events by setting up resource tables and materials, and welcoming participants. When needed, WS students may provide support in aiding students in accessing online supports such as tutoring, and navigation student portals. Additional duties when assigned may include providing outreach to students missing documents, projects to support MSP Department personnel, and maintaining an accurate inventory MSP merchandise. 										
Number of hours per week (If unknown indicate that hours will vary). ≤ 20 hrs/week, hours may vary
_____________________________________________________________________________

Supervisor Name:	Dr. Tiffany Bonds, MSP & Special Programs Director	
Back up Name(s):	Duane Norwood, William Leach, Evelyn Nance           	        
										
Address:		Liberty Heights Campus					
			2901 Liberty Heights Ave.					
			Baltimore, MD  21215					
Location:		Main Building, Rooms 117D-117H				
Phone Number(s):	410-462-8433						
Email Addresses:	tbonds1@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 Federal Aid Office will not pay the student. However, the student will still need to be paid out of your budget. TB	   (supervisor’s initials).
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