Undergraduate Hourly - OPTIONAL POSITION DESCRIPTOR (Meta Data) - UNIT
Undergraduate Hourly positions are open to enrolled University of Illinois Urbana-Champaign Undergraduate Students only.
Unit: YOUR UNIT AND IF YOU WOULD LIKE, LINK TO YOUR UNIT’S WEBSITE
Location: ADDRESS OF YOUR UNIT/WHERE DUTIES WILL BE COMPLETED
Supervisor: SUPERVISOR’S NAME, SUPERVISOR’S TITLE
Number of Openings: XX 
Hours per week anticipated: XX
Hourly Rate: $XX.XX – TYPICALLY $15.00
Anticipated Start Date: DATE AND/OR UPCOMING TERM 
Schedule: *EXAMPLE- Flexible pre-established schedule within the regular hours of operation, Monday-Friday 8:00 am - 5:00 pm
Academic Term(s) of Employment anticipated: OPTIONAL *EXAMPLE- Summer 2026, with potential to continue employment for consecutive academic term(s). 
Summary
BRIEF OVERVIEW OF PRIMARY POSITION FUNCTIONS/SUMMARY. MAY BE AS SIMPLE AS 1-2 SENTENCES. 
Major Duties and Responsibilities 
· (TYPICAL REGULAR DUTIES EXPECTED IN LIST FORMAT, DOES NOT HAVE TO BE AN EXHAUSTIVE LIST)
· Other duties as assigned
Required Qualifications 
· Enrolled as an Undergraduate Student at the University of Illinois Urbana-Champaign for the Academic Terms of Employment listed above 
· NECESSARY TO PERFORM THE JOB FUNCTIONS- EDUCATION, WORK EXPERIENCE, SPECIFIC SKILLS, ABILITIES AND KNOWLEDGE - EXAMPLES: 
· Ability to work with Excel and Microsoft Office
· Attention to detail
· Excellent written and oral communication skills
· Strong interpersonal and team skills
· Ability to work independently and to stay on task
· 
Preferred Qualifications
· IDEAL, BUT NOT NECESSARY TO PERFORM THE JOB FUNCTIONS- EDUCATION, WORK EXPERIENCE, SPECIFIC SKILLS, ABILITIES AND KNOWLEDGE - EXAMPLES: 
· 
To Apply: INSTRUCTIONS ON HOW TO APPLY. *EXAMPLE: Please email your (1) Resume, (2) Work schedule availability, and (3) List of 2-3 references’ contact information to SUPERVISOR’S NAME AND TILTE, at SUPERVISOR’S EMAIL by (CLOSING DATE) for consideration. 
If you have any questions regarding the position, you may contact SUPERVISOR’S NAME AND TILTE, at SUPERVISOR’S EMAIL.

