
 

 

 

 

 

 

 

LIMITED TERM EMPLOYMENT OPPORTUNITY 

UNIVERSITY OF WISCONSIN SYSTEM ADMINISTRATION 
 

 
 

 

TITLE: 

 

Of f ice Associat e  

 

LOCATION: UW Syst em  Ad m in ist rat ion   

Of f ice o f  Acad em ic and  St udent  Services 

1220 Linden Dr ive, 16t h  Floor  Van Hise Hall  

Mad ison, WI  53706 

 

WORK SCHEDULE: Full-t im e, Mond ay – Fr id ay, hours negot iab le b et w een t he hours 

o f  7 a.m  and  5:30 p .m . Est im at ed  durat ion  up  t o  3 m ont hs. 

 

RESPONSIBILITIES Dut ies in  sup p or t  o f  Acad em ic and  St ud en t  Services act ivit ies 

t o  includ e p rovid ing ad m in ist rat ive sup p or t  such  as review ing 

and  f inalizing co r resp ond ence, gran t s gu id elines, calls f o r  

p rop osals, and  rep or t s; creat ing Pow erPo in t  p resen t at ions; 

t racking resp onse-d ue let t ers; p ost ing in f o rm at ion  t o  t he 

in t ernet ; and  m anaging ap p o in t m en t s includ ing set t ing up  

con f erence calls and  com m it t ee m eet ing t im es.  

 

KNOWLEDGE AND 

SKILLS REQUIRED: 

Thorough know ledge o f  o f f ice suppor t  f unct ions w it h  

p ref erence given t o  ind ividuals w it h  exper ience w orking w it h  

MS Of f ice Suit e 2007 and  Dream w eaver , excellen t  o ral and  

w r it t en  com m unicat ion  skills, and  an ab ilit y t o  w ork 

indep end ent ly and  f o llow -t hrough  a m ust . 

 

PAY: $12/ p er  hour .  

INTERESTED 

CANDIDATES: 

Ap p lican t s should  sub m it  a cover  let t er  and  cur ren t  resum e t o : 

Dace Zep s at  1220 Lind en  Dr ive, Rm  1606, Mad ison , WI 53706. 

Em ail: d zep s@uw sa.ed u; Fax 608-263-2046, Phone 608-262-3767. 

Ap p licat ions w ill b e accep t ed  un t il t he need s o f  t he 

d ep ar t m en t  are m et . 

 
 

UW Syst em  Adm in ist rat ion  is an AA/EEO Em p loyer  
 

 


