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Federal Work-Study Job Description-Administrative Specialist-Human Resources (Beaufort Campus)
The Human Resources (HR) Department is seeking a detail-oriented and customer-service-driven Federal Work-Study (FWS) student to assist with administrative tasks. The Administrative Specialist will provide essential clerical support, greet visitors, and assist with HR events and projects.
Essential Duties & Responsibilities:
· Assist in electronically filing documents and maintaining personnel files, transcript files, and position description files.
· Greet and assist visitors, employees, and students visiting the HR office.
· Provide support for employee wellness initiatives and other HR-hosted events.
· Perform general administrative tasks such as data entry, organizing files, and preparing documents.
· Ensure confidentiality when handling sensitive HR documents and employee information.
· Other duties as assigned.

Qualifications & Requirements:
· Must be eligible for Federal Work-Study.
· Business, Accounting, Finance, or related major preferred.
· Strong communication and interpersonal skills.
· Proficiency in Microsoft Office Suite (Word, Excel and Outlook preferred).
· Attention to detail and ability to handle confidential information professionally.

Work Schedule:
· Flexible scheduling within standard business hours

Compensation: 
Federal Work Study positions pay up to $15 per hour and are approved to work a maximum of 20 hours per week.
Application:
If you are interested in applying for this position, please complete the Federal Work Study Application 
Contract Information: 
Supervisor:      Lillie Sheppard
Email:              lsheppard@tcl.edu 
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