    
Job Title



Program Assistant I: 1 Position





Program Assistant II: 1 Position
Report




Primary: Director and Assistant Director





Secondary: Executive Assistant
Compensation



Program Assistant I: Hourly Wage - $9.65/Year-Round Position





Program Assistant II: Hourly Wage - $9.65/Fall Semester and Spring Semester
Job Summary
Program Assistants are responsible for supporting the Executive Assistant in performing administrative duties for Campus Activities and Orientation. Program Assistants will also work with the Student Orientation Coordinators (SOCs) to ensure the smooth execution of all Campus Activities and Orientation Orientation Programs. Additionally, the Program Assistant position also has responsibilities in graphic design for CAO and student organizations. 
Through this experience, Program Assistants will:
· Learn to work in a changing environment and demonstrate flexibility and problem solving skills
· Learn to be accountable for completion of multiple work projects
· Gain knowledge in setting and meeting personal and professional goals

· Work independently and in a team to make progress towards set goals

· Demonstrate personal strengths and develop weaknesses to enhance self confidence
Duties & Responsibilities

Campus Activities and Orientation

· General support of Executive Assistant and CAO

· Collaboration with the Student Orientation Coordinators on Orientation Programming

· Graphic design support for CAO and student organizations

· Responsible for the general upkeep of department and Student Lounge
· Other duties as assigned
Time Commitments


Hours – Program Assistant I
Fall Semester: 12 Hours/Week

Spring Semester: 12 Hours/Week

Summer:  40 Hours/Week
Hours – Program Assistant II

Fall Semester: 8 Hours/Week

Spring Semester: 8 Hours/Week

Summer: N/A
CAO Programming – There may be extended hours during various programs throughout the academic year.

Orientation Leader Training – There may be extended hours during the following training dates:
· Spring Training Retreat: Friday, January 23-Saturday, January 24 2009

· Spring Training: Saturday, February 28 2009, Saturday, March 21 2009, and Saturday, April 18 2009/8:00am-12:00 pm 

· Summer Training Retreat: Friday, June 12 – Sunday, June 14 2009

· SOAR Training: Monday, July 20 – Thursday, June 23 2009

· Auggie Days Training: Sunday, August 30 – Thursday, September 3 2009
Orientation Programs – There may be extended hours during the following program dates:
· SOAR I: Friday, July 24 & Saturday, July 25 2009

· SOAR II: Monday, July 27 & Tuesday, July 28 2009

· SOAR III: Wednesday, July 29 & Thursday, July 30 2009

· SOAR IV: Friday, September 4 2009

· TRANSFER-mation: Friday, September 4 2009


· Auggie Days: Saturday, September 5  – Sunday, September 13 2009
Qualifications



· A minimum cumulative GPA of 2.3 or above (must be maintained     throughout employment with Campus Activities and Orientation)
· Enrolled as a full time student (must be maintained throughout employment with Campus Activities and Orientation)
· Strong computer and internet research skills
· Strong design and graphic art skills
· Strong organizational and administrative skills
· Strong customer service
· Ability to effectively communicate
· Excellent interpersonal skills
· Project coordination experience
· Ability to work well with outside vendors
· Desire to work in a flexible, team-focused atmosphere

To Apply
Submit application, resume, and fall semester class schedule to Joanne K. Reeck, Director of Campus Activities and Orientation.

Applications must be received by 4:30 pm on Friday, December 5 2008.
  
Please Type or Print Clearly

Application Essay: Describe how you will go about managing the multiple job responsibilities required by this job and balancing it with your school work and social life.
A Complete Application Includes: 1) this application form, 2) a resume, 3) a spring semester class schedule, and 4) your typed response to the application essay above. (Your response to the essay must be no longer than two pages double-spaced.)

CAMPUS ACTIVITIES AND ORIENTATION (CAO)


Augsburg College
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Job Description


2008-2009








CAMPUS ACTIVITIES AND ORIENTATION (CAO)


Augsburg College





* Program Assistant I & II *


Job Application


2008-2009











Full Name _____________________________________	Student ID# ___________________





Preferred Gender ______________





Augsburg Address _______________________________	Current/Cell Phone _____________





City __________________________	State ________	Zip _______





Home Address _________________________________	Home Phone __________________





City __________________________	State ________	Zip _______





Augsburg Email Address __________________________





Major Area of Study _____________________________	Cumulative GPA ______			


Expected Date of Graduation ______________________	Program Assistant   I ___	II ___


									(Please Check One)





Application Deadline: Friday, December 5 2008 by 4:30 pm





Return a complete application to Joanne K. Reeck, Director of Campus Activities and Orientation. No late applications will be accepted. You will be contacted for an interview the week of December 8 – 12 2008.











Augsburg College is an equal opportunity employer and educator. This application is available in alternative formats upon request. Call 612/330-1418.  1 | Page

