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Help Wanted 

All students should contact the Office of Student Employment Website 
to apply for these positions:

http://www.nova.edu/financialaid/employment/how_to_apply.html

Student Research Assistant-
(HPD187)

Job ID: 5436
Hours: 20 hrs./week

Rate: $10/hour
Conduct research related to 

cell and molecular biology and 
experiments related to them.  Follow 
all safety instructions, help clean lab & 
experiment tools.  Follow instructions 
to use microscope.

Student Assistant/Clerical-(HPD408)
Job ID: 4891

Hours: 15 hrs./week to 20 hrs./week 
Rate: $8.50/hour

Filing, maintaining inventory of 
pharmaceuticals and alerting supervisor 
when it is time to replenish. Other 
duties as assigned.

Contact Lens Technician-(HPD34)
Job ID: 5440

Hours: 5 hrs./week
Rate: $10/hour

Responsible for the key 
administrative activities of the contact 
lens service, including the triage of 
patients who call the contact lens services 
or present without appointments, the 
distribution to students or patients 
with appointments and procurement of 
insurance authorization for procedures 
and materials. The primary patient 
issues involve ordering and contact 
lens ordering or pick-up and instruction 
on contact lens insertion, removal and 
daily care.

1. Request and retrieve the patient 
schedule prior to the onset of patient 
care.

2. Pick up fee tickets as patients 
present for appointments and highlight 
their names on the daily appointment 
schedule.

3. Answer the telephone in the 
contact lens lab and address the issue 
accordingly, or document the patient 
information on the telephone log form 
and handle at a later time that day.

4. Retrieve messages received in 
either the contact lens lab or preceptor 
room via Audix and address the issue 
accordingly or document the patient 
information on the telephone log form 
and handle at a later time that day.

5. Create lens order via Optik:
a) Confirm that CL Rx is current 

(not expired)
b) If CL Rx current: create order, 

have attending faculty or on call doctor 
save the order, secure the deposit from 
patient and print/file CL order tray. If 
dispensing from stock, document on 
form “dispensed from stock”, scan item 
into Optik and obtain full payment from 
patient upon dispensing

c) If CL Rx expired: check history 
to confirm that the last CL fitting 
performed about one year prior to 
expiration date. If so, notify patient that 
“annual CL appointment” is necessary 
prior to ordering. If a more recent fitting 
was completed and no CL Rx created or 
approved, retrieve record and present to 
attending faculty or on call doctor for 
consultation

6. Respond to in-person inquiries 
from patients, including requests for 
contact lens ordering or dispensing.

7. Obtain insurance authorization 
and complete an insurance worksheet 
for a covered procedure and/or lens 
order.

8. Instruct patients on how to 
insert, remove and care for lenses 
and related supplies. Have patients 
sign Patient information sheet after 
completion by student doctor.

9. Escort patients to cashier desk 
to pay for services rendered, deposits 
or balances on contact lens orders and 
schedule return visits.

10. Clean and put away diagnostic 
lenses/soft lenses; clean and organize 
diagnostic GP lenses.

Student Assistant-(827)
Job ID: 5028

Hours: 20 hrs./week
Rate: $9/hour

Assist with the operation of 
Student Poster Printing Services.  Job 
functions include but are not limited 
to processing print request sent via 
email, online and/or in person; keeping 
log files for printing requests.  Answer 
phone and email.  Other duties as 
assigned.

Student Assistant-(1105)
Job ID: 5435

Hours: 20 hrs./week
Rate: $8.50/hour

Review student accounts, review 
reports send out letters and imaging 
documents.

Fry Cook/Prep-(JLD320)
Job ID: 5438

Hours: 10 hrs./week to 20 hrs./week
Rate: $9/hour to $10/hour

Frying, mostly seafood such as 
fish, shrimp, scallops, oysters, clams, 
etc. Preparing ingredients for chowders 
and other dishes, grilling.

Cashier-(JLD319)
Job ID: 5439

Hours: 20.5 hrs./week to 30 hrs./
week

Rate: $9/hour
Taking orders over the counter 

and by phone and inputting them into a 
POS system. Expediting and preparing 
orders for the customer. Some prep and 
cleaning in the kitchen.

Senior Student Assistant-(042)
Job ID: 4993

Hours: 20 hrs./week to 25 hrs./week
Rate: $9/hour

Assisting the Dean’s office with 
various clerical duties including typing, 
word processing, copying, filing, etc.  
Answer phones, take accurate messages, 
route calls, respond courteously and 
professionally to routine inquiries.  
Assist with special projects.  Other 
duties as assigned.

Administrative Student Assistant-
(HPD196)

Job ID: 5009
Hours: 15 hrs./week

Rate: $9/hour
Data entry, design promotional 

materials. Write articles for newsletters. 
Act as student ambassadors in IDEP 
strategy sessions. Assist in generating 
training materials.

Associate Assistant-(1104)
Job ID: 5433

Hours: 20 hrs./week
Rate: $10/hour

Oversee student workers, create 

weekly/monthly schedules, schedule 
appointments for Director of Athletics 
in the absence of his assistant, train new 
employees on an as-needed basis for 
reception area and organize and oversee 
student worker personnel files.

Graduate Student Assistant-(086)-
(SCH)

Job ID: 4519
Hours: 15 hrs./week to 25 hrs./week

Rate: $11/hour
Assist department with various on-

going projects within the department.

Graduate Student Support Services 
Agent- (1047)
Job ID: 4974

Hours: 20 hrs./week
Rate: $14/hour

Assist Strategic Support Services 
Specialists by routing technical support 
calls to appropriate departments 
in OIIT.  Provide end-user support 
including triage troubleshooting, 
problem/incident recording, problem 
escalation and incident/resolution 
tracking.  Courteously obtain and 
convey concise problem information 
for cross-functional units via E-Mail, 
phone and ticketing systems.  Utilize 
superior customer service skills.  
Perform other duties and work on 
special projects as assigned to meet the 
service objectives of the department.  

Student Assistant-(561)
Job ID: 5431

Hours: 20 hrs./week
Rate: $8.50/hour

Assist the team with marketing, 
event planning and research. Support 
the administrative needs of the office. 
Work with students and employers 
aiding the employment database 
process.

Student Assistant-(073)
Job ID: 4512

Hours: 20 hrs./week
Rate: $8.75/hour

Answer phones, organize front 
desk. General office operations. Be 
on time and open office at 8:30 a.m. 
when needed. Answer, respond and 
take messages via phone or in person. 
Update sports publicity in accordance 
to the Marketing Manager. Report 
supply or inventory orders to the 
Graduate Assistant. Complete other 
duties as assigned.

Math/ Science Tutor-(67)
Job ID: 4509

Hours: 12 hrs./week
Rate: $8.75/hour

Work with students in one-on-one 
tutoring session both live and online. 
Discuss learning, test-taking and study 
strategies while assisting with course 
work assignments and questions. 
Maintain familiarity with all courses 
that you are responsible for tutoring by 
reviewing textbooks, software/videos 
and solutions manuals.

Group Exercise Instructor-(550)
Job ID: 4608

Hours: 5 hrs./week to 10 hrs./week
Rate: $14/hour

Create and lead safe and 
challenging group exercise classes.

Administrative Student Assistant/
Proctor-(732)
Job ID: 4692

Hours: 5 hrs./week
Rate: $10/hour

Responsible for administering 
the Child Care Exams at exam site. Set 
up room for testing, admit persons to 
testing site, verify person, test and date, 
maintain security of exams, validate 
inventory prior to and after the exam. 
Ensure that the room is prepared and 
materials are distributed and returned; 
maintain integrity of the tests. Schedule 
may be for every other weekend.

Facility Supervisor-(785)
Job ID: 4721

Hours: 10 hrs./week to 20 hrs./week
Rate: $10/hour

Manage recreational facilities 
in conjunction with and in lieu of a 
professional staff member. Supervise 
other student staff through training, 
supervision and evaluation. Open and 
close the facility, attend to injured 
patrons, supervise all behavioral 
control incidents, prepare shift reports, 
supervise all facility reservations, set-
ups and breakdowns.

Graduate Assistant/ Writer 
of Stewardship and Donor 

Communications-(872)
Job ID: 4769

Hours: 20 hrs./week
Rate:$10/hour

Write and prepare all gift 
acknowledgments and receipts of 
major gifts. Revise all communications 
as specified by supervisors, the Vice 
President or the President. Input of 
gift and pledge acknowledgment data. 
Assist in the development of pledge 
reminders, gift acknowledgment 
receipts and letters. Produce labels, 
correspondence and reports as 
requested. Set up and maintain 
appropriate files. Other administrative 
duties as assigned.

Senior Student Assistant/ Marketing 
Assistant-(878)
Job ID: 4772

Hours: 20 hrs./week
Rate: $9/hour

Support marketing efforts 
including: press releases, visual 
displays, targeted mailings, market 
research and other projects as needed. 
Support development efforts including: 
special events (RSVP management, 
auction support, etc.).

Head Lifeguard-(1007)
Job ID: 4847

Hours: 10 hrs./week to 20 hrs./week
Rate: $12.50/hour

Primary Duties:
•	 Effectively communicate 

with staff lifeguards and monitors their 
actions

•	 Assist with the delegation of 
maintenance and clean up duties

•	 Assist professional aquatic 
staff with the planning and setting up of 
all events and training sessions

•	 Responsible for making sure 
all opening and closing procedures are 
performed for assigned shift

•	 Act as the primary contact 
for all facility and programming 
inquires in the absence of a professional 
aquatic staff personal

•	 Report to Aquatics Director 
and/or Coordinator any incidents, 
rescues, problems or equipment in need 
of repair

Additional Duties:
•	 All Head Lifeguards will 

uphold the same work standards and 
skills as those of a staff lifeguard 
in addition to the aforementioned 
responsibilities/duties

•	 Teach American Red Cross 
certification courses: Lifeguarding, 
First Aid/CPR/AED, CPR/AED for 
Professional Rescuers, Bloodborne 
Pathogens and Administering Oxygen 
(must hold current Lifeguard Instructor 
certification)

Graduate Assistant-Audiology 
Clinic-(HPD105)

Job ID: 4936
Hours: 10 hrs./week to 20 hrs./week

Rate: $11/hour
Schedule appointments, enter 

patient info to database system, order 
products, make follow-up phone calls 
and appointments, troubleshoot hearing 
instrument problems for walk-in 
patients, mine data, research discovery, 
professional writing, program 
marketing and presentations.

Career Ambassador/Lead CA-(1058)
Job ID: 4999

Hours: 10 hrs./week
Rate: $9/hour

Outgoing,energetic undergraduate 
student that markets the office from 
a peer-to-peer relationship. Inform 
students about resources and events 
offered by the Career Development 
Office.

Career Ambassador-(1055)
Job ID: 4998

Hours: 6 hrs./week
Rate: $8.50/hour

Outgoing, energetic undergraduate 
student that markets the office from 
a peer-to-peer relationship. Inform 
students about resources and events 
offered by the Career Development 
Office.

Water Safety Instructor (Swim 
Instructor)-(866)

Job ID: 4767
Hours: 10 hrs./week to 20 hrs./week

Rate: $11/hour
This position is responsible for 

the planning and teaching of group and 
private swim lessons.

•	 Be familiar with American 
Red Cross Learn-to-Swim program/
levels and other Red Cross water safety 
courses and know how to teach and 
apply course material

•	 Communicate effectively 
and efficiently participant progress, 
cancellations and/or rescheduling

•	 Complete records and reports 
in a timely manner and return them to 
Coordinator of Aquatic Program’s and 
Services

•	 Perform miscellaneous job-
related duties as assigned by supervisor

•	 Maintaining certifications
•	 Assisting Coordinator of 

Aquatic Program’s and Services with 
special demonstrations/events

•	 Helping with the promoting 
of swim lessons and other programs

•	 Attend scheduled staff 
meetings and in-service trainings


