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                                                                            STUDENT JOB OPPORTUNITY
	

	JOB TITLE:   Summer Student Assistant


	DEPARTMENT:  Facilities Management – Special Events & Summer Programs


	CONTACT PERSON/EMAIL/PHONE #:  Joe Hudzick, hudzickj@etown.edu, (717) 361-1203
TO APPLY:   Please submit application to hudzickj@etown.edu
                      DEADLINE FOR APPLICATIONS: FEBRUARY 12, 2016


	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..
QUALIFICATIONS: 
· Ability to work weekends.

· Ability to preserve confidentiality of information.

· Ability to prioritize multiple tasks in a fast-paced environment.

· Must be friendly, organized, and outgoing


	HOURS and/or HOURS PER WEEK REQUIRED: Employment dates: 5/9/16 – 8/6/16 – 40 hourr/week. WEEKENDS REQUIRED



	PAY RATE:  $7.75/hour + summer housing + summer meal plan


	SPECIAL SKILLS NEEDED (for example—drivers license/van training, CPR, etc.): Training provided



AA/EOE
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.











Summer Employment with SESP provides free housing & meals, and a generous hourly rate.

Employment dates are 5/9/16 through 8/6/16.

Questions?  Contact Joe Hudzick, Manager, Special Events & Summer Programs, ext. 1203.

Please return completed application via email to:  hudzickj@etown.edu
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