
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 an application online and indicate which position(s) 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 or to apply for 
open positions, please visit www.Kilgore.edu/student-jobs.    

1. Department or Office requesting work-study:  ______________________________________

2. Position Title: _________________________________________________________________

3. Number of positions available:

4. Date/Term  student needed:

5. Rate of Pay:

_____________ 

______________________________

_____________ 

Description of duties: 

Requirements/Skills Required: 

Preferred Availability: 

 Sunday  Morning  Midday/Afternoon  Evening

 Monday  Morning  Midday/Afternoon  Evening

 Tuesday  Morning  Midday/Afternoon  Evening

 Wednesday  Morning  Midday/Afternoon  Evening

 Thursday  Morning  Midday/Afternoon  Evening

 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/student-jobs

	Description of dutiesRow1: The Advising Work-Study Student assists the Advising Department in supporting students of Kilgore College, administrative functions, and outreach efforts. This position provides hands-on exposure to the operations of a college Advising Center while helping promote student success and access to campus resources. Students will work in a professional office setting providing customer service to visitors and support to the KC Advising Department staff.
	RequirementsSkills RequiredRow1: Essential Duties and Responsibilities:
• Provide front-desk and administrative support for the Advising Center.
• Assist with scheduling appointments and maintaining confidential student records in accordance with FERPA regulations.
• Greet and direct students seeking Advising, & other KC departments.
• Support advising needs, workshops, and campus events.
• Help prepare educational materials related to events held by the Advising Department.
• Assist with data entry, filing, and general office organization.
• Maintain confidentiality and professionalism when interacting with students and staff.
• Assist Advising staff with program logistics and resource coordination.
• Promote campus Advising and institutional resources, as assigned.

Learning Opportunities:
 Students participating in this work-study position may gain experience in:
• Advising, Enrollment Management, and general office operations in a higher education environment.
• Advising and other institutional program coordination and outreach
• Professional communication and student support services
• Confidentiality and ethical standards in higher education and Advising settings
• Event planning and student success awareness initiatives



Minimum Qualifications:
• Must be eligible for Federal or Institutional Work-Study funding.
• Currently enrolled student at Kilgore College.
• Strong customer service skills. 
• Strong interpersonal and communication skills.
• Basic computer skills (email, word processing, spreadsheets).
• Ability to maintain confidentiality and demonstrate professionalism.

Preferred Qualification: 
• Interest in psychology, counseling, social work, human services, or a related field preferred.
• Experience with customer service, peer mentoring, or campus involvement.
• Interest in pursuing a career in higher education or work in a general office setting.

Work Schedule:
• Flexible schedule, which can be arranged by academic obligations
• Summer semester availability preferred.  

Compensation:
• Hourly wage in accordance with the college’s work-study pay scale and federal regulations.


	Department Name: Advising
	Position Title: Work-Study Student – Kilgore College Advising Center 
	Number of positions available: 2
	DateTerm student needed 1: As Soon As Possible; Fall 2026
	Pay Rate: $10.00
	Sunday: Off
	Monday: Yes
	Tuesday: Yes
	Wednesday: Yes
	Thursday: Yes
	Friday: Yes
	Saturday: Off
	Sun Morning: Off
	Mon Morning: Yes
	Tues Morning: Yes
	Wed Morning: Yes
	Thurs Morning: Yes
	Fri Morning: Yes
	Sat Morning: Off
	Sun Afternoon: Off
	Mon Afternoon: Yes
	Tues Afternoon: Yes
	Wed Afternoon: Yes
	Thurs Afternoon: Yes
	Fri Afternoon: Off
	Sat Afternoon: Off
	Sun Evening: Off
	Mon Evening: Yes
	Tues Evening: Yes
	Wed Evening: Yes
	Thurs Evening: Yes
	Fri Evening: Off
	Sat Evening: Off


