Job description
Student Program Assistant (Hourly) (Beginning Fall 2026)
Visitation Programs, Office of Recruitment
Position Description
 Basic Function: Assist in the development, implementation, administration and evaluation of integrated and comprehensive visitation programs for prospective students and parents. 
Reports to: Mica DeMarco, Samantha Greer, and Madeline Joyce - Office of Recruitment and Visitation
 Duties and Responsibilities                                     
60% Visitation Programs & Daily Campus Tour Support:
· Assist in the development, implementation and evaluation of visitation programs. Provide information and advice to prospective students, parents, faculty/staff and the public regarding visitation program schedules, goals, policies and activities.
· Oversee the daily operation of the WSU Welcome Center, which welcomes approximately 3800 students to campus annually
· Provide 1-4 daily admissions presentations (size ranges from 1-200) to visiting students and parents as part of the daily visit experience; schedule presenters for admissions presentations as needed
· Coordinate Saturday and football Game Day Tours & presentations
· Frequent phone and front line contact with visiting families; responsible for greeting visitors and providing a wide variety of admission information to prospective students and parents. Refer visitors/callers to other campus departments.
· Assist with monitoring of visitation registration manager systems; use Microsoft Word and Excel to manipulate registration information as necessary
· Work with other campus departments to coordinate presentations and workshops for campus visitation programs
· Communicate with area restaurants, hotels and other local businesses as it pertains to visitation programs
· Some evening and weekend work required as needed during visitation programs
30% Management
· Oversight of welcome center student employees and daily tour guides to ensure the Welcome Center and daily tours are staffed appropriately
· Train Welcome Center employees on policies and procedures regarding all visitation programs to help maintain consistent messaging to constituents
· Assist in coordination of the hiring process of student employees (Cougar Connectors) as well as assist with the ongoing development and training of the Cougar Connector team
· Assist with the general overall supervision of the Cougar Connector team
10% Other Responsibilities
· Attend visitation team staff meetings and committee meetings as assigned
· Program evaluation; survey management
· All other duties as assigned
Essential Work Competencies
· Strong knowledge of Microsoft Office
· Ability to communicate effectively both orally and in writing
· Strong public speaking skills
· High ability to perform multiple functions simultaneously
· Ability to prioritize and organize job assignments
· Ability to maintain a positive and encouraging attitude in front of all constituents
 Minimum Qualifications    
Required (non-negotiable):
· Must be a resident of the state of Washington
· Must be eligible for work-study
· Must have FAFSA on file and have demonstrated need
· Enrolled on Pullman campus
· Enrolled full time
· Maintain satisfactory academic progress
· Be able to work legally in the United States
Preferred:
· Graduate Student
· Previous experience in: 
· Student recruitment, financial aid, campus tours, or admissions 
· Event planning or program coordination
· Customer service or front-facing roles
· Interest in fields such as communications, marketing, education, business, or related areas
· Familiarity with Washington State University (e.g., current or former undergraduate experience)
· Previous experience with event planning
· Demonstrated commitment to customer service
· Strong written and oral communication skills
The selected candidate for this position will benefit professionally. While this position is not directly correlated with any one academic area, students in this position will find the skills they gain from this position to be helpful in any future professional and academic endeavors.  WSSC’s will have the opportunity to enhance their communication and public speaking skills, gain management/supervisory experience, work with diverse groups, and refine organizational and prioritization skills.
Work-Study Eligibility & Hour Tracking. This position is funded through the Federal/State Work-Study Program. To be eligible, students must: Be awarded work-study funding as part of their financial aid package for the current academic year.  Be in good academic standing.
Work Hours & Scheduling Work-study students are expected to work an average of 20 hours per week while classes are in session. Limited additional hours may be available during academic breaks, subject to supervisor approval and funding availability.

