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Submit to Centennial Hall 210
)
Advising and Registration Days
2012 Student Advisor Application

POSITION DESCRIPTION:
· Assist new students and their guests during Advising and Registration Days
· [image: http://www.stcloudstate.edu/imagegallery/getImage.asp?imageID=438&type=web]Provide a positive connection between SCSU and new incoming students
· Demonstrate enthusiasm, reliability, teamwork, and punctuality
· Facilitate small group presentations with faculty and professional advisors to advise students about course registration, general education requirements, and student life information  

RESPONSIBILITIES:
· Greet students as they arrive for their Advising Day
· Assist students as they check in for their Advising Day
· Work with SCSU faculty and staff giving small group presentations
· Advise and aid students in registering for fall courses
· Assist new students with troubleshooting during registration
· Share roles and tasks equitably
· Attend all Advising Days and training sessions 

QUALIFICATIONS:  
· A desire to learn about and explain aspects of university life.
· Attend all Advising and Registration Days training sessions (see page two)
· Available to work all Advising and Registration Days from 7:15 am-4:30 pm (see schedule below)
· Have completed a minimum of 24 credits by the end of the spring 2012 semester and have a minimum cumulative GPA of 2.50 (undergraduates).
· Ability to learn and explain SCSU general education requirements
· A desire to positively represent SCSU in a professional manner
· Confidence in public speaking and/or desire to develop presentation skills
· Strong interpersonal communication skills
· Ability to work independently and as a team

BENEFITS:
· Student Advisors earn an $1840 stipend.  
· Student Advisors eat free lunch and snacks on Advising Days
· Student Advisors receive on campus housing at a reduced rate for summer
· Student Advisors are given two SCSU polo shirts and an official SCSU nametag
· Student Advisors gain an amazing experience to include on their resume!




DATES OF EMPLOYMENT:
· Training (Tuesdays and Thursdays from 3:30-5:00 PM)
· March 13, 15, 20, 22, 27, 29
· April 3, 5, 10, 12, 17, 19

· Prep Day:
· Friday, May 18 (8 hours) **Student Coordinators only

· Dress Rehearsal:  
· Monday - May 21, 8:00 am - 5:00 pm

· Primary Advising Days:  7:15 a.m. – 4:30 p.m.
· Tuesday – Friday: May 22, 23, 24, 25
· Tuesday – Friday: May 29, 30, 31 & June 1
· Tuesday – Friday: June 5, 6, 7, 8
· Tuesday – Friday: June 12, 13, 14, 15
· Tuesday – Friday: August 7, 8, 9, 10

· Additional Advising Days (International Students and late advising day)
· Thursday, August 23 and Friday, August 24 

SELECTION PROCESS:
· Group Interviews: Tuesday, January 31st  or Thursday, February 2nd  
from 3:30-4:45 p.m. 
· Individual Interviews: February 14th -17th  and February 20th -24th 
· Decisions made by: March 2nd


Student Advisors may have the opportunity to work additional hours during the academic year.  A limited number of Coordinator Positions are also available which include additional duties, dates, and a slight increase in pay.  Information about Coordinator Positions is available at the Advising Center and candidates can indicate their interest on the application form.







Please keep page one and two for your records, and submit the remainder of the application to the Advising Center, Centennial Hall 210.


Advising and Registration Day
2012 Student Advisor/Coordinator Application

PERSONAL INFORMATION

	Name:
	
	ID#:
	

	Date of Birth:
	             /           /
	Phone Number:
	(            )              -

	Local Address 
(street, city, state, zip):
	

	HuskyNet email address:
	

	Academic Major:
	

	Academic Minor:
	

	Total credits completed by end of Spring ‘12:
	
	Are you a Transfer Student?
	Yes / No

	Cumulative GPA:
	
	Date of Admission:
	

	Anticipated graduation date at SCSU:
	/   /  
	Position (Advisor, Coordinator or either)
	 

	Polo size:
(S, M, L, XL, XXL)
	
	Preferred Interview Date (1/31/12 or 2/2/12):
	

	Orientation Leader Position: If selected for the position of Student Advisor, I would also like to be considered for the position of Orientation Leader for Welcome Weekend 2012, August 25-26.
	Yes / No



STUDENT ADVISOR/COORDINATOR REFERENCE LIST

[bookmark: _GoBack]Please list the names and phone numbers of two individuals who will serve as references.  Note: You also need to provide one reference form (see page 7) from one of the references listed below. It is the applicant’s responsibility to ensure that the reference form is submitted by Monday, January 23rd.  Without the recommendation letter, the application is incomplete and we will be unable to consider it.



Name				Email and/or Phone Number			Position

1._________________________________________________________________________________

2._________________________________________________________________________________

QUESTIONS:

What present or past organizations and/or activities have you been involved with at SCSU and in the community?  If you are a first year student feel free to include High School involvement, but identify them as such.  Please include leadership roles.












Other experiences that you believe will be of benefit to you in this position:














In what ways have you exhibited the following characteristics: flexibility, commitment, open-mindedness, and team-orientation?













Please state your reasons for applying for this position, including contributions you expect to make and benefits you hope to receive:



















What do you think are the key characteristics and skills that a student advisor should possess?

















The position of Student Advisor/Coordinator is a serious commitment of your time and energy.  Please indicate the academic and extracurricular commitments you expect to have during the spring semester and summer months as well.  

Spring Semester 2012 Weekly Schedule:

	Day/Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8:00
	 
	 
	 
	 
	 

	9:00
	 
	 
	 
	 
	 

	10:00
	 
	 
	 
	 
	 

	11:00
	 
	 
	 
	 
	 

	12:00
	 
	 
	 
	 
	 

	1:00
	 
	 
	 
	 
	 

	2:00
	 
	 
	 
	 
	 

	3:00
	 
	 
	 
	 
	 

	4:00
	 
	 
	 
	 
	 

	5:00
	 
	 
	 
	 
	 

	evening
	
	
	
	
	




Summer 2012:










Return to the Advising Center 
Centennial Hall Room 210 
by 4:30 p.m. on January 13th, 2012
Questions?
Contact Jodie Ward
jdward@stcloudstate.edu
(320) 308-6075

Late applications will not be accepted




 (
Advising and Registration Day
2012
 Student Advisor
/Coordinator
 Candidate Reference Form 
)
STUDENT ADVISOR/COORDINATOR APPLICANT: 

Print Name: ___________________________________________	Phone: _____________

The above named applicant retains the right of access to this document unless s/he has signed the following waiver:  

I hereby waive any and all rights of access to this document which is to be included in my application file for the position of Student Advisor/Coordinator.  This waiver applies to the Family Educational Rights and Privacy Act of 1974, as amended and any other similar legislation.  I understand that this document may not be used for any purpose other than evaluation of my qualifications for employment.  

Candidate’s signature: ___________________________________ 	Date: ______________

EVALUATOR: 

The above-named student has applied for a position as a student advisor/coordinator at St. Cloud State University.  If chosen, this student will introduce entering students and their family members/guests to St. Cloud State University, presenting academic information, explaining academic policies and procedures, and serving as guides for the day.  This position calls for a person with a high degree of maturity and flexibility, and one who has exhibited significant leadership ability.  Thank you for your assistance in our selection process.  
       High    Medium    Low     Unable to Rate

Peer leadership ability						5       4       3       2       1        U
Observed maturity and stability					5       4       3       2       1        U
Responsibility and dependability					5       4       3       2       1        U
Positive attitude, energy and influence on others		             5       4       3       2       1        U
Good common sense and judgment in making decisions                   5       4       3       2       1        U
Ability to communicate well with peers, students and staff	             5       4       3       2       1        U          
Group presentation skills					             5       4       3       2       1        U
Follows SCSU academic policies                        		             5       4       3       2       1        U

OVERALL RECOMMENDATION (Please circle):

Highly Recommend           Recommend           Recommend with Reservations          Do Not Recommend


Name of Reference:	  Signature: ___________________________________ 

Title/Position:	  Company/Institution: ________________________ 

How long have you known the applicant? ____________________



Please return by 4:30 pm, January 13th, to Jodie Ward, Centennial Hall 210, St. Cloud State University, 720 Fourth Avenue South, St. Cloud, Minnesota 56301, or email to jdward@stcloudstate.edu
7

image1.gif




