
STUDENT EMPLOYMENT INFORMATION FORM

Information from this sheet will be posted on Student Employment/Payroll Office web site, 

and an alert will be sent to Student Campus News on next news day.

	

	Department:        Facilities Management – Special Events & Summer Programs



	Contact Person/EMAIL/Phone Number:  

     Joe Hudzick   hudzickj@etown.edu   717-361-1203

How to Apply:        Please submit application to hudzickj@etown.edu

                                          DEADLINE FOR APPLICATIONS: FEBRUARY 14, 2014

	Student Job Title:        Student Assistant



	Student Job Description:   Special Events & Summer Programs (SESP) provides support services to groups renting College facilities for summer conferences, sports camps, and other activities that make use of the College’s Residence Halls, classrooms, auditoriums, recreational and dining facilities.  SESP Student Assistants function as a liaison between the College and guests to facilitate the needs of the guests during their stay on campus.  Duties include gathering information and creating event planning documents, preparing residence halls for guest lodging, coordinating linen delivery/linen retrieval, creating and placing directional signs, assisting with event registration and check-out including distribution of keys, meal cards, parking permits, room supplies, etc., and coordinating the technical needs to summer clients.
Requirements:       Must be friendly, organized and outgoing.


	Hours and/or Hours Per Week Required: 

                          Employment Dates:  5/16/14 to 8/8/14

                          40 hrs. per week.  WEEKENDS REQUIRED.


	Pay Rate:        $7.75/hr. + summer housing + summer meal plan


	Special Skills Needed (for example--drivers license, CPR, etc.):  Training provided.



	RETURN this form to:

Joyce Marchese, marchesej@etown.edu



Facilities Management - Special Events & Summer Programs                 Phone 717-361-1203
STUDENT JOB APPLICATION – SUMMER EMPLOYMENT
Date:






   Name:













   Student ID#






   Current Class Status:



Major:







   Box#


             Campus Phone OR Cell Phone:




   Position Desired:

________Student Assistant___________




   Reason for Applying:












Have you worked on campus before?    □ Yes

□ No
  If yes, please list all positions held:









Previous work experience:












List any skills you have which would be useful to this job:







Lifeguard Certification:     □ Yes

□ No
   If yes, please list all positions held:









References (please list two on-campus references, preferably faculty or staff members)


1.












2.














