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.

JOB TITLE: ANTH 1 - Office Support

DEPARTMENT NAME: Department of Anthropology

CONTACT NAME: Kay del Sol

JOB DESCRIPTION:

- Administrative Support: assisting with tasks such as data entry, document management (filing,
shredding, documenting), file organization.

- Data Entry: Inputting and managing information into databases and spreadsheets.

- Various office tasks

QUALIFICATIONS:

- Strong organizational skills: Essential for managing tasks and maintaining records.

- Proficiency in computer software: Including Microsoft Office Suite and other relevant programs.
- Attention to detail: To ensure accuracy in data entry and document preparation.

- Adaptability: To adjust to changing priorities and workload.

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

HOW TO APPLY:

Electronic Resume and Cover Letter to:
Kay del Sol, Department of Anthropology
Email: kdelsol@uvic.ca
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