VU After Dark Programming Assistant Job Description

Position Summary: Reports to the Director of Campus Activities & Orientation and Community Coordinator in the Office of Residence Life, the VU After Dark Programming Assistant assists with entertainment, social, and recreational programs that take place frequently on Friday and Saturday evenings. 

Job Duties and Responsibilities:
1. Assist in the coordination and promotion of weekend late night programs. 
2. Provides on-site supervision of events to oversee facilities use, arrangements, admission receipts, compliance with policies, and to assist in problem resolution.
3. Assists with the coordination of volunteers for weekend late night programs.
4. Contacts and follow up with outside vendors and performers when needed.
5. Assists in the coordination of setup and teardown of events.
6. Communicates with the university staff member assigned to the event before, during, and after the event.
7. Completes all necessary pre-event and post-event paperwork including program evaluation.
8. Meets regularly with the Coordinator of Campus Activities and Orientation and the Community Coordinator to discuss goals and event details.
9. Completes a cumulative event report at the end of each semester.
10. Additional duties as assigned.

Supervision Received:  Supervision for the position of VU After Dark Programming Assistant is received from both the Director of Campus Activities & Orientation and Community Coordinator in the Office of Residence Life.

Evaluation: Written and verbal evaluation will be given throughout the semesters. At the completion of each semester, a formal evaluation with both supervisors will occur and employee will be expected to complete a written evaluation of each semester.

Qualifications:  Full-time Viterbo University student with a minimum cumulative GPA of 3.0.  Must be willing to work on weekdays and weekends—during daytime, evening, and late night hours.  

Dates of Obligation & Length of Employment:
· Friday, March 30 through Saturday, March 31--attend an all-day and overnight conference regarding Campus Activities, 90% of expenses would be paid
· All Day Training & Planning Retreat with VU After Dark during the summer of 2012
· Employment: August 24, 2012 – December 14, 2012
· All Day Training & Planning Retreat with VU After Dark in December 2012 or January 2013
· Employment: January 14, 2013 – May 10, 2013
**Spring 2013 semester employment is contingent on work performance in the Fall 2012 semester 

Hours of Employment:  12  hours per week, which may be evening, night, and/or weekend hours when class is in session.  May require occasional work during breaks (i.e. Fall Break, Thanksgiving Break, Semester Break, Spring Break, Easter Break, etc.) Schedule will be arranged with supervisor.  

Compensation: $1,687.63 per semester dispersed among the pay periods in the semester

Please turn in the below application by emailing it to Kari Reyburn klreyburn@viterbo.edu or by bringing it to the Campus Activities Office in the Hawk’s Nest (115 MHS).  Application deadline is Wed., Feb. 22, 2012 at 5 p.m. You will be notified to sign up for an interview, if offered. Interviews will be held on Feb. 27, 28, 29, and Mar. 1. 
"If you are selected for an interview, please be prepared to present an idea for an event that you would coordinate for the VU After Dark Spring 2012 calendar.  Prepare an outline, which will cover all aspects you will consider when planning a successful event.  Please bring your outline, examples of advertisements you would use to promote this event, and any other supplies you would need to present this idea to your interviewers. "


Please save this portion for your records
.
VU After Dark Programming Assistant Application
1. Check the box if you have applied for this position in the past

Full Name:______________________________		Preferred Name:__________________________

Year in College: _________________________		Viterbo ID #_____________________________

Major:_________________________________		Current Cumulative GPA (if known):_________

Email:_________________________________		Cell Phone #____________________________

Current Address:_______________________________________________________________________

Please list any extra-curricular activities or jobs you anticipate holding over the next two semesters (examples: Resident Advisor, RHC member, and FAC work study)






Please list names and dates of leadership positions or organizations you have taken part in within the last 3 years.








Application Questions – Please attach answers on a separate sheet 
1. Why do you want to be a VU After Dark Programming Assistant?

1. What qualities, skills, or experiences do you posses that would help you as a VU After Dark Programming Assistant?

1. What has been your most favorite VU After Dark event in the past and why? 


REFRENCES
Please list two references who qualify as (1) a Viterbo University Faculty, Staff, Administrator, or Resident Assistant or (2) a current or recent employer.  

	Name				Email and/or Phone Number			Position

1.		


2.		

My signature authorizes Kari Reyburn to verify my cumulative and semester grade point average with the Registrar’s Office.


Signature									Date			
