
Adams State College 
Office of United Campus Ministry 

 
Work Study Job Description 

 
 
Work Study Job Title:   General Office Assistant 
 
Job description:    This position involves assisting with mailings, phoning, e-mailing, 

filing, mail sorting, and other office duties.  Basic computer 
knowledge is required and ability with desktop publishing is 
preferred.  Must be comfortable in an interfaith setting. 

 
School/Department:   United Campus Ministry 
 
Contact Person:    Shirley Atencio 
 
Address:     Student Union Building Room 325 
 
Phone:    587-7516 
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