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	Job Title
	[Functional Title, e.g., Student Assistant / Office Assistant / Project Assistant] - [Department Name] – [Student Worker or Work Study / Graduate Assistant]

	Department
	e.g. Campus Recreation and Wellness, School of Arts and Sciences, Community Engagement Center, etc.

	Essential Functions
	Example: "The [Title] provides vital operational, administrative, and customer service support to the [Department]. In this role, the student employee will develop transferable core competencies in communication, technology applications, problem-solving, and professional ethics while supporting university operations."

(List 4–6 clear, objective duties. Use active verbs and avoid ambiguous tasks).
· Operational & Customer Support: Serve as a primary point of contact for students, faculty, staff, and campus visitors; provide accurate information regarding department policies, campus resources, and services in a professional manner.
· Administrative & Systems Tasks: Assist with daily office or field workflows, database entry, records maintenance, scheduling, or equipment monitoring using departmental hardware and software tools.
· Communication & Collaboration: Monitor departmental email and phone inquiries; escalate complex issues to full-time staff; collaborate with team members on ongoing projects.
· Compliance & Quality Assurance: Maintain confidentiality of student, institutional, and departmental records in adherence to FERPA and university policies..

	Work Schedule
	Mondays-Fridays, up to 20 hours/week, various shifts

	Additional Duties
	Perform other job-related duties as assigned to support departmental operations.

	Required Qualifications
	· Must be an enrolled, degree-seeking student at the University of Nebraska Omaha in an aid-eligible program.
· Ability to work effectively both independently and as part of a collaborative team.
· Strong interpersonal, customer service, and verbal/written communication skills.
· Basic computer literacy and familiarity with standard productivity software (e.g., Microsoft Office 365, Google Workspace, or database entry).
· Demonstrable reliability, punctuality, and commitment to maintaining workplace confidentiality
· [Insert any bona fide operational requirement, e.g., Valid Driver's License if operating campus fleet vehicles, or specific technical prerequisite]


	Preferred Qualifications
	· Prior experience in customer-facing, administrative, or team-oriented environments.
· Federal Work-Study (FWS) eligible.
· Flexibility in scheduling and interest in multi-semester employment

	Physical Demands
	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
[Select applicable criteria: e.g., "Standard office environment requiring sitting/standing for extended periods, operating computer peripherals, and communicating verbally and in writing" OR "Active campus environment requiring walking across campus, standing for periods of time, and lifting up to 40 lbs"]

	Work Environment
	[Select applicable criteria: e.g., "Indoor climate-controlled office environment with low to moderate noise" OR "Indoor and outdoor environment with occasional exposure to changing weather conditions"]
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the job in accordance with the Americans with Disabilities Act (ADA).

The University of Nebraska does not discriminate based on race, color, ethnicity, national origin, sex, pregnancy, sexual orientation, gender identity, religion, disability, age, genetic information, veteran status, marital status, and/or political affiliation in its programs, activities, or employment. UNO is a VEVRAA Federal Contractor and an E-Verify employer.

	Salary
	$15.00 per hour (Always verify city, state and federal minimum wage, the highest wage will be the rate UNO follows.)



	Posting Number
	2026W-00XX (This will be auto-generated)

	Open Date
	05/15/202X

	Close Date
	06/15/202X (Close no earlier than 7 days after opening and no later than 30 days after opening)

	Open Until Filled
	No (Always Mark as “No”)
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