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Student Worker Job Description 2025-2026

Department/office of employment: Registrar

Campus location:

Highland Community College, Highland

(campus location: Atchison, Highland, Western)

Classification of the position: Student Worker

Name and address of the student’s employer:
Highland Community College, 606 W. Main, Highland, KS 66035

Name of position: Registrar student worker/work arrangement

Name of the student’s supervisor: Michel Scott

Purpose/role of the position within the organization:
To support the Registrar's Office in daily tasks.

Duties and responsibilities associated with the position and how they relate to the purpose/role:
Scan documents to Paper Vision (student filing system), shred confidential documents, assist with mailings,

process incoming/outgoing mail daily, assist with phone calls, customer service, and errands around campus.

Assist students in navigating website for self-service. Occasional lifting and carrying boxes to/from Bookstore. Other duties as assigned.

Rates of pay for the position: $8.25 ($9.25 for tutor)

General qualifications for the position:

Strong verbal and written communication skills. Ability to work independently and take initiative. Dependable, punctual, and detail-oriented.

Comfortable with basic office equipment and computers. Willingness to learn and adapt to new tasks. Ability to maintain confidentiality and follow instructions.

The length of the student’s employment: Summer 2025-Spring 2026 academic year
Procedures for determining a student’s rate of pay when a position has multiple rates: Set rate

Evaluation procedures and schedules: Student will be evaluated at the end of each semester.
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