TEXAS SOUTHERN UNIVERSITY

Office of Student Financial Assistance
Ph: 713-313-7071 * Fax: 713-313-1859 e financialaid@tsu.edu * www.em.tsu.edu

Work-Study Job Request Form

Supervisor Contact Information — Please complete all fields. | Location: On-Campus

Supervisor Name Isoke Williams Supervisor Title Assistant to Vice President
Building/Department | Hannah Hall/Division of University Advancement | Room#/Floor 201/2nd

Phone Number 713-313-1361 Email Address isoke.williams@tsu.edu

Backup Supervisor Connie Cochran Backup Title | AVP Alumni Relations & Special Events
Backup Phone Number 7133131363 Backup Email connie.cochran@tsu.edu

Days/Hours of Operation - Please enter the hours your department is open on the specified days.

AMP OP 8:003 0 00p THURSDAY |8:00 AM 5:00 PM
MONDAY 8:00 AM 5:00 PM FRIDAY 8:00 AM 5:00 PM
TUESDAY 8:00 AM 5:00 PM SATURDAY | OPEN: CLOSE:
WEDNESDAY 8:00 AM 5:00 PM SUNDAY OPEN: CLOSE:

Job Information — Attach additional documents, if needed.

Job Title Office Aide Work Location | Division of University Advancement | No. of Positions 8
Minimum GPA Requirement 2.0 Major

Job Description:

Assist with front office work for the departments in Advancement & Communications

Dress Code:

Business Casual

| Objective (What [skills, experiences] will the student develop in this position?)
Office Aide and Production Assistants with donor relations with the departments of Advancement, Alumni Relations, Development,

and KTSU 90.9 The importance of marketing and branding through photos, and videos for campus events for social media platform
posting for brand reputation.

Date: 7/25/22

Work-Study Office Only
Date Posted Online Work-Study Coordinator
JOBREQ# Date
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Texas Southern University
Office of Student Financial Assistance
3100 Cleburne Street ®* Houston, TX 77004
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