2025/2026 WORK STUDY PROGRAM - JOB POSTING

Before applying for a Work Study funded job, students must apply for eligibility to participate in the
program. Please visit our website for instructions.

ADSV 1 — Research/Tracing Assistant 1
Advancement Services

JOB TITLE:

DEPARTMENT NAME:

CONTACT NAME: Noor Ashir

JOB DESCRIPTION:

Process returned mail and update records.

Research addresses, emails and phone numbers of UVic, Provincial Normal School and Victoria
College Alumni.

Speak with individuals to confirm information gained during research, update information on the
CRM, respond to alumni inquiries and connect Alumni to information regarding their Alumni benefits.

QUALIFICATIONS:

Good verbal, written and Microsoft Office Suite skills, knowledgeable telephone/online skills and
ability to resource materials for information gathering.

JOB LOCATION ON-CAMPUS: remote on campus |[] hybrid

HOW TO APPLY:

Cover Letter and Resume to:
Attn: Noor Ashir at nashir@uvic.ca
CC: Tracy Wadlow at twadlow@uvic.ca
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