
Business Office Work Study 

Entry Level, Job Description 1-2020 

 

• Receipt Interoffice Revenue 

• Maintain Federal Grant Spreadsheet allocations 

• File and Organize Promissory Notes, and any other documents needed within the Business 
Office. 

• Receipt Martin Theater and Bookstore Revenue. 

• Answer and direct calls as needed. 

• Help maintain student ledger account information. 


