
 

Job Title: Arts & Humanities Department Work Study 
 

Posi�on Overview: 
Perform office tasks and assist the Arts & Humani�es Department Faculty team with any related 
du�es. 
 
Key Responsibili�es: 

• Filing 
• Making copies 
• Crea�ng instruc�onal resources 
• Scanning 
• Data entry 
• Word processing 
• Shredding 
• Running errands 
• Stocking food shelves 
• Recycling boxes 

 

Qualifica�ons: 

• Must be currently enrolled as a student at Otero College 
• Organized and detail-oriented 
• Ability to work effec�vely both independently and collabora�vely within a team 
• Dependable and punctual 

 

Work Schedule: 
This position requires a commitment of up to 15 hours per week, with a flexible 
schedule based on the student’s availability and the needs of Arts & Humanities faculty. 

 

Compensa�on: 
Hourly wage in accordance with Otero College's student employment program. 

 



 

Applica�on Process: 
Fill out the online student employment form and provide all relevant informa�on detailing your 
interest in the posi�on.  

 

Notice of Non-Discrimination: Otero College prohibits all forms of discrimination and harassment 
including those that violate federal and state law or the State Board for Community Colleges and 
Occupational Education Board Policies 3-120 and 4-120. The College does not discriminate on the basis of 
sex/gender, race, color, age, creed, national or ethnic origin, physical or mental disability, veteran status, 
pregnancy status, religion, genetic information, gender identity, or sexual orientation in its employment 
practices or educational programs and activities. Otero College will take appropriate steps to ensure that 
the lack of English language skills will not be a barrier to admission and participation in vocational 
education programs. 
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