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Completion of this request form does not guarantee the department/agency will have a Federal Work-Study student employee. The
person who signs this form must also sign the student’s Job Certification Form and approve the biweekly payroll timesheets. If a
student exceeds their maximum FWS award, the supervisor’s department is responsible for paying 100 percent of the over award.
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Job Description Program Administration 2025/2026

The selected candidate will assist in the preparation of applicant materials and program website
modifications. They will prepare a variety of documents from material created by the faculty.
Specifically, they will be working on the Genetic Counseling Student Handbook, course evaluations, and
updating the alumni database. They will maintain correspondence files and send correspondence in
accordance with general instructions from the Director of the Genetic Counseling Program.
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