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Texas Woman’s University 

Career Services

P.O. Box 425619, Denton, TX 76204-5619

(940)898-2950 | FAX (940)898-2956

http://www.twu.edu/career-services/


Open Date:
7/14/2011


Beginning Date:  8/8/2011
Rate of Pay:




Hours per Week:  20
Title: Office intern



Area of study/Major: Any
Flexible with student’s schedule? Yes
Times Needed to Work:
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Flexible 8:30am – 5:30pm
	Flexible 8:30am – 5:30pm
	Flexible 8:30am – 5:30pm
	Flexible 8:30am – 5:30pm
	Flexible 8:30am – 5:30pm


List skills/qualifications needed for this position:
Performance of daily office duties as outlined by the Executive Director.   Assistant will maintain office electronic files and volunteer databases, check mail and file appropriately, manage office files (hardcopies), assist the Executive Director with reporting as requested, manage inventory of office, storage and event supplies, prepare monthly meeting reports for board meetings, manage social media sites daily, and other duties as requested by the Executive Director relating to KLB projects and programs. No budgetary or supervisory responsibilities/skills will be required.
Skills required:
-Knowledge of Microsoft Office/Word/Powerpoint/Excel
-Proficient spelling, filing, grammar, proofreading, and organizational skills
-Answer phone inquiries about KLB
-Experience with basic office equipment
-Ability to effectively communicate with a wide variety of people
- Knowledge of and ability to follow generally accepted office practices (office organization and neatness, etc.), procedures, work punctuality, and dress code

Contact Info

Company/Department:   Keep Lewisville Beautiful
Contact Person(s): 
 Amy Wells


Contact Person Position:  Interim Executive Director
E-mail: info@keeplewisvillebeautiful.org 

Web site: www.keeplewisvillebeautful.org 
--------------------------------------------------------DISCLAIMER-----------------------------------------------------
The TWU Office of Career Services makes no representation concerning persons seeking employment from, or the jobs posted on, the Career Services website/social media sites/bulletin boards. The Office of Career Services does not post home based job opportunities. The Office of Career Services reserves the right to decline to post any employment opportunity.
