[image: ]





Federal Work Study Position Description Template

Instructions: Position descriptions must be approved by the FACS FWS Liaison before supervisor posts the position. Completed forms must be sent to the FWS Liaison, Dee Lewis, at facshr@uga.edu. The FWS Liaison will review and return to you the signed approval. After receiving the signed approval, the FWS supervisor can post the position on Handshake. All fields on this form must match the Handshake job description; job descriptions will be audited by the FWS Office. When posting on Handshake, the question “Is this a work study job?” YES must be selected. Instructions on how to properly post the position and hire the FWS employee are detailed in the Letter to FWS Supervisors provided to supervisors.
	Name of position in Handshake (MUST be FWS <Add Title>):
	FWS

	Classification of the position (e.g., Lab Assistant 1, Lab Assistant 2, etc.):
	

	Name and address of employer:
	

	Department/office in which the student is employed:
	

	Location where duties are performed:
	

	Supervisor Name:
	

	Purpose or role within the organization:
	

	Duties and responsibilities associated with the position and how they relate to the role:
	

	Rate of pay for the position:
	

	General qualifications for the position (*add specific qualifications for the various levels if there are varied rates):
	

	Begin and end dates of employment (e.g., Fall only: 8/17/26 – 12/9/26; Spring only: 1/11/27 – 5/4/27; Fall & Spring: 8/17/26 – 5/4/27):
	

	*Procedure for determining student’s rate of pay if position has multiple rates (put N/A if not applicable):
	

	Performance evaluation procedures and schedule (e.g., Position performance is evaluated on a semester basis.):
	


*Example of procedures for determining student’s rate of pay if position has multiple rates: May be based on job functions, complexity, and/or years of service in position.

Approved: _______________________________
                   Dee Lewis
	     HR Coordinator/FWS Liaison
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