
LC WORK SCHOLARS POSITION DESCRIPTION 
 
 

 

Work Scholar Job Title: Special Projects Assistant/Office Assistant  
 

Worksite Name:   Provost’s Office  

Supervisor Name:  Vicki Cooper__ Supervisor Email:   vecooper@lcsc.edu 

 

Employment Levels 
 

Entry Level Intermediate Level Skilled Level 
Characterized by highly structured tasks 

or outcomes, relatively low level or 
number of skills required, typically 

repetitive or routine tasks and requiring 
direct supervision of worker results 

Involves less direct supervision than 
entry level, more work variety, and 

requires some independent exercise of 
judgment along with an increasing 

knowledge of the job. 

Work is typically skilled, requires little 
direct supervision, requires independent 

judgment on procedures, has variety, 
includes training others, and the 

expectation of contributions toward 
improvement of the way work is carried 

out. 

 

In what employment level does this position fall (underline one)? 
 

 Entry Level  Intermediate Level Skilled Level 

Describe the duties of this position. 

• Answer phones in a professional manner  

• Provide office support  

• Organize and file documents electronically or in hard copy 

• Assist with special projects and events, specifically but not limited to: Promotion, Tenure, Faculty Development  

     Grants,  Employee Awards Banquet, Commencement, State Board campus visits, Sabbatical, Convocation, Budget   

     and Purchasing records, Travel packets, Curriculum documentation 

• Scan documents as needed 

• Compose and answer emails in a professional manner 

• Maintain spreadsheets 

• Maintain confidentiality in the highest level of administrative offices 

 

List the learning opportunities for this position. 
 

• Data entry and data retrieval  

• Assisting with special projects  

• Project assistance and management skills 

• Customer service skills 

• Organizational leadership and development 

• General office skills 

 
 
 
 
 



 
 
What qualifications and skills are needed for this position?  
 

• Proficiency with Microsoft Office Suite including Word and Excel 

• Ability to multi-task and manage time efficiently  

• Maintain a professional appearance in dress and demeanor 

• Ability to work in a fast-paced, professional environment, and feel comfortable working independently or as part 

of a team 

• Must be able to take direction and manage multiple deadlines simultaneously 

• Excellent organizational skills, written and oral communication skills, and time management 

• Willingness to learn 

• Problem-solving skills  

• Excellent interpersonal skills  

• Confidentiality is mandatory 

 
Lewis-Clark State College does not discriminate on the basis of race, color, religion, age, sex (including gender identity, sexual 
orientation, and pregnancy), national origin, physical or mental disability, protected veteran status, genetic information, or any other 
status protected under applicable federal, state or local law. This policy applies to all programs, services, and facilities, including 
applications, admissions, and employment. The Director of Human Resource Services has been designated to handle inquiries 
regarding nondiscrimination policies and can be reached at 208-792-2269 or in the Administration Building, Room 102, on LCSC’s 
campus, 500 8th Avenue, Lewiston, Idaho 83501. TTY 1-800- 377-3529 
 

Adapted with permission from Lewis-Clark Service Corps AmeriCorps and Berea College. 
 


