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CalFresh Outreach Student Lead – Office of Student Involvement & Development 

 
The Office of Student Involvement and Development (OSID) is a department comprised of two learning centered 

offices/spaces: Student Development, and the Matador Involvement Center, and together they support an overall 

departmental mission: 

The Office of Student Involvement and Development exists to develop and support students in becoming engaged 

members and successful graduates of the CSUN community. Through purposeful co-curricular programming, advocacy, 

and advisement, the Office of Student Involvement and Development familiarizes students with the campus and its 

resources, fosters social connections and campus pride, provides opportunities for involvement and leadership 

development, and cultivates students’ passion to positively impact their communities.   

Through active collaboration with our faculty, staff, and students, the Office of Student Involvement and Development 

supports students in the completion of their educational and personal goals; promotes cultural awareness and 

understanding of individual differences; and inspires lifelong commitment to learning, service and California State 

University, Northridge. 

The CSUN Office of Student Involvement and Development: Connecting, Developing and Celebrating our Students! 

POSITION DESCRIPTION 

Under general to limited supervision, the CFO Student Lead is responsible for student service work in developing, 

planning, implementing and evaluating programs that support CSUN’s CalFresh Outreach efforts overseen by the 

Office of Student Involvement and Development. 

 

SPECIFIC RESPONSIBLITIES 

• Learn the basic eligibility and other important information about the CalFresh program 

• Understand terms related to the CalFresh program 

• Have a basic understanding of the different populations CalFresh serves and what makes each one unique 

• Be aware of all of our materials and resources 

• Prepare materials for outreach 

• Provide outreach at community events 

• Meet our scope of work 

• Prescreen potential applicants and assisting with the entire application process 

• Attend meetings and trainings 

• Be familiar with the CalFresh folder on the share drive 

• Make new partners 

• Sign-up to participate in team outreach events 

• Check calendar for events you are attending and looking for events that still need someone 

• Provide necessary follow-up information 

• Time management—showing responsibility for making your schedule and task list 

• Self-motivation 

• Take ownership of the work you have done 

• Continue your education with basic CalFresh eligibility and updates 

• Provide presentations 

• Attend collaborative meetings 

• Create new materials on an as needed basis 

• Send a sign-up request for events 
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• Build relationships with partners you have made 

• Problem solving 

• Create a positive environment 

 

SKILLS DESIRED 

• A passion for working with a food-insecure community and the community at large 

• Knowledge of food and nutrition science preferred 

• Experience working in a food pantry or similar operation preferred 

• Experience working in an office and team-setting preferred 

• Experience working with volunteers and/or organizing community activities is preferred 

• Effective communication skills/ability to communicate clearly when dealing with sensitive topics 

• Organized and able to handle multiple tasks at a time with attention to detail 

• Ability to take direction and also initiate tasks independently (self-starter/self-motivated) 

• Ability to build rapport with faculty, staff, and students from diverse backgrounds 

• Flexibility and openness to change; ability to adjust, adapt, and operate in an evolving environment 

• Capable of providing insight and suggestions on how to best reach the student population 

 

OTHER CONSIDERATIONS 

• Work is typically performed both in indoor and outdoor environments in possible inclement weather 

conditions 

• While performing the duties of this job, the employee is frequently required to handle or feel, and reach 

with hands and arms 

• In addition to walking, the employee may occasionally stoop, kneel, crouch, or crawl and must occasionally 

sit for extended periods 

• Employee must be able to assist in moving and/or lifting heavier items weighing up to 25 pounds, including 

canned goods, shelving, large bins, dolly, etc. 

• Employee should be in possession of or have the ability to obtain a valid CA driver’s license and insurance 

 

MINIMUM QUALIFICATIONS: 

General: 

• Minimum cumulative GPA of 2.0 or higher  

*maintained throughout entire time of service  

 

Demonstrable knowledge of the following: 

• Knowledge of Microsoft Office (incl. Word, Excel, PowerPoint, and Outlook or other email/calendaring 

platforms) 

 

Demonstrable ability to do the following: 

• Clearly express ideas and directions verbally and in writing 

• Establish and maintain cooperative working relationships with students, student organizations, faculty, staff, 

administrators, and the general public 

• Interpret and apply University rules and regulations 

 

 

EXPECTATIONS 

• Ability to work in a multi-faceted and diverse team environment 
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• Ability to communicate well 

 

GENERAL INFORMATION 

Areas concerning eligibility, hours of work, the classification for student employees, and salary are in alignment with 

the University’s Office of Human Resources (HR) and the ‘Student Assistant / Work-Study Student Compensation 

Plan’. More information can be accessed at any time online at: http://www.csun.edu/careers/student-assistant-

compensation-plan. 

 

Classification: Student Assistant Level III 

Under general supervision, performs a variety of skilled tasks requiring previous experience and/or specialized 

education, or performs work requiring considerable discretion in judgment and decision-making, including 

responsibility for coordinating the work of a group of lower level student employees. Examples: Lead or Shift 

Supervisor, Program Coordinator, Web Designer, Technology Support, Computer Programming, Research Assistant I, 

etc. 

 

Salary  

This position will start at $13.50 per hour.  Student employees are evaluated after 480 hours of qualifying service 

and could receive a merit increase based off satisfactory performance which will be determined by the employee’s 

supervisor(s). 

 

Term of Employment: 

At this time, this position will begin November 17, and will conclude at the end of the next fiscal year (June 30), at 

which time extensions can be considered based off departmental needs. 

 

Hours of Work: 

Typically this position will be asked to work 15 to 20 hours a week during an academic semester. Please see below 

for additional information on maximum amount of hours eligible for student assistants to work. 

 

• Weekly work schedules can be arranged between 7:00am – 6:00pm, Monday – Friday. Evening and/or 

weekend hours may be preferred and/or necessary depending on projects. 

• Applicants will receive priority registration for subsequent semesters worked so as to enable them flexibility 

to attend office meetings, etc.  

 

Per HR, the following information more fully explains the guidelines which must be adhered to as a student 

employee on campus: 

 

1. Generally, students shall be given a 15-minute break during a 4-hour shift, and at least a 30-minute break for 

lunch during a 5 to 6-hour shift. The 15-minute break is paid time; the 30-minute lunch is unpaid time. The 15-

minute break cannot be accumulated for lunch and cannot alter the normal work schedule. 

 

2. During the Academic Semester (please see CSUN campus academic calendar), Student Assistants may work up 

to, but normally not in excess of 20 hours per week total in all positions. 

 

• When the academic semester starts in the middle of a work week it is a “split” week. For example, when the 

beginning of the semester is on a Wednesday, the 1st two days of week are still in the "Break" time period 

can be full-time, while the remaining days of the week would be under the restriction to work half- time. 
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• One Example is: 

o Monday = 8 hours 

o Tuesday = 8 hours 

o Wednesday = 4 hours 

o Thursday = 4 hours 

o Friday = 4 hours 

o Total hours that can be worked in this “split” week scenario is 28 hours. 

o The actual hours per day worked in that week can be in any combination resulting in the slightly 

higher than 20 hours per week cap. 

 

3. The CSU policy restricts student assistant work time. In addition, the Internal Revenue Service guidelines for 

student assistants to remain exempt from social security and Medicare deductions, limits their normal working 

hours to 20 during the school year. An exception is allowed during winter inter-session, spring break, and 

summer session, or if the hours exceed 20 for a short period of time and infrequently. The CSU policy states that 

it is permissible for student assistants to work up to 30 hours in a week when enrolled in classes, only under 

emergency or other unusual situations. Exceptions to this policy require approval of the Financial Manager 

(MPP Administrator) in each department or College. While the exception may be granted on an emergency 

basis, frequent use of the exception will result in Human Resources review and contact with the department 

and/or college. 

 

Application:  

If you are interested in applying for this position, or have questions, please contact the Office of Student 

Involvement & Development at (818) 677-2393. We are located in the University Student Union area across from the 

Freudian Sip. You can speak directly with Karla Gonzalez. 


