
 

 
 

 

 

 

Corporate Work Study Program Student Job Responsibilities  

 

Office Services & Administration 

• Manage or support front desk reception 
• Maintain calendars for employees and conference rooms, schedule external 

appointments 
• Set-up and maintain meeting rooms, catering order/setup 
• Manage supply inventory 
• Index and box files for storage  
• Provide mail delivery and copy room support (including use of large-scale copy 

machines and cutting/binding equipment) 
• Prepare documentation for shipping 
• Designing electronic binders; organizing and compiling e-handbooks  
• E-filing projects  
• Spreadsheet and Database updates 
• Building Google forms/surveys  
• Meeting notes or minutes, attendance tracking 

 

Marketing/Business Development 

• Prepare presentation materials 
• Research leads, background, industry data 
• Assist with client events (registration, prepping materials, etc.) 
• Enter data and manage CRM software  
• Create/maintain social media content 

 

Accounting 

• Assist in processing of expense reports 
• Enter purchase orders and invoices into accounting system 
• Assist in reconciling invoices and checks 

 



 

 
 

 

 

 

Human Resources 

• Scan, file and/or alphabetize HR information 
• Process interview or new hire paperwork 
• Input PeopleSoft data management  
• Process employee security passes and documents 
• Scan, file and/or alphabetize HR information 
• Review and rank of resumes for entry-level positions  

 

IT 

• Track equipment allocation and inventory 
• Install new software on computer equipment 
• Support help-desk ticket management or scheduling 
• Website building - update and edit website content and pages  
• Data entry and analysis 

 

Education 

• Creating class schedules  
• Grading assessments  
• Tracking online student participation  
• Formatting/organizing presentation materials 

 

Engineering/Medical 

• Research and draft proposals  
• Generate specific data and task reports  
• Well-wishes or employee support notes/ messages 

• Volunteer outreach or coordination  


