Work-Study Position Data Request

The College Work-Study Program is a federally/state-funded, campus-based financial aid program with a
limited number of funds for students who have documented financial need and who want to earn part of
their educational expenses while attending college. Students interested in College Work-Study must have a
current FAFSA on file in Financial Aid to determine financial need and eligibility.

Students must submit one application per position in which they are interested, along with a copy of their
current class schedule. Incomplete applications will be discarded. Applications will not be kept on file once a
position is filled. For more information on the Work Study Program and applying via Campus Connect for Work
Study jobs, please visit www.Kilgore.edu/FinancialAid.

1. Department or Office requesting work-study: Theatre, Drama

2. Position Title: BOX Office Attendant

3. Number of positions available: 1

4. Date/Term student needed: Fall, Spring

Description of duties:

« Greet customers as they approach the ticketing counter and inquire into how they would like to be serviced
« Check for seat availability in the system and provide customers with seating options

« Enter customers’ information into the system and ensure that proper information has been submitted

« Print out tickets, ensure that date, time and seat numbers are accurately displayed

« Calculate amount of cash owed against number of tickets bought

« Take payment in exchange of tickets sold and give back any due change

» Word in a fast manner to ensure that customer queues are served quickly

« Count cash in the cash register at the end of the shift and tally it with tickets sold

« Delve into any evident discrepancies and ensure that they are resolved before the end of the shift

« Create and maintain reports of sold tickets and payments received

Requirements/Skills Required:

» Computer literacy

« Clerical & administration skills

« Word processing & book keeping software proficiency
« Organization skills

» Marketing skills

« Strong communication and interpersonal skills.

« Fiscal management skills

» Experience in handling computerized ticketing systems.
 Enthusiasm

Preferred Availability:

|:| Sunday |:| Morning |:| Midday/Afternoon |:| Evening
IE’ Monday @ Morning @ Midday/Afternoon |:| Evening
|0 | Tuesday [0 | Morning 0| Midday/Afternoon || Evening
L] Wednesday || Morning L] Midday/Afternoon || Evening
U | Thursday || Morning 0| Midday/Afternoon || Evening
[0 | Friday || Morning || Midday/Afternoon || Evening
|:| Saturday |:| Morning |:| Midday/Afternoon |:| Evening

Once an application is submitted, the Financial Aid Office will determine eligibility and forward the information to the
respective Departments. Interviews will be conducted by the Department listed on the job description. Once a position
is filled, the job posting will be removed from the website and other job posting areas.



http://www.kilgore.edu/FinancialAid
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