
APPLICANTS MUST BE ELIGIBLE TO PARTICIPATE IN THE WORK STUDY PROGRAM 
For details go to:  http://www.uvic.ca/registrar/safa/work-study/index.php 

 
2024/2025 WORK STUDY PROGRAM 

 
JOB POSTING 

 
 
JOB TITLE : UVSS 7 - Administrative Assistant 
 
 
DEPARTMENT NAME: University of Victoria Students' Society- SUBtext 
 
 
CONTACT NAME: James Ziolkoski 
 
 
JOB DESCRIPTION: 
 

�x Organization of basement storage, including merchandise and marketing fixtures 
�x Organization of administrative files, including disposal of outdated files 
�x Aids with marketing, particularly in developing informational FAQ videos for Facebook and 

Instagram 
�x Assists Manager with administrative upkeep, including processing of stale dated cheques 
�x Completes other related duties as assigned by the Manager 

 
QUALIFICATIONS : 
 

�x 


