Seaver College Career Center

	Looking for a great job on campus?

Want to build your resume while helping others to build theirs?

Become a Career Ambassador!



We are now accepting applications for fall 2010! 

Deadline: March 19, 2010 - Interviews held in March and April.
Application available on the Career Center website: http://seaver.pepperdine.edu/careercenter/
Job Responsibilities: (Training will be provided for the following)

· Conduct intake sessions with students in order to direct them to appropriate career services, relevant materials and programs.

· Assist students in both the Career Center and residence halls with writing resumes and cover letters, job search strategies. 

· Assist students with internship search.

· Deliver workshops on writing resumes and cover letters, internship search, and career center resources.

· Market career center events and services.

· Assist with Career Center web content.

· Develop knowledge of Career Center resources including publications, computer equipment, and computer programs.

· Assist Career Center staff with program development. 

· Participate in Career Center events, including Career Fairs (perform specific tasks on the day of the event)

· Contact employers as needed for on-campus interviews and career fairs.

· Perform administrative tasks as needed.

Qualifications:
· Desire to assist other students both in person and by email with their career related concerns.

· Self starter, willing to work both independently and as part of a team.

· Ability/desire to do public speaking (workshops/marketing presentation).

· Dependable; high degree of professionalism.  

· Ability to write well, solid communication skills, team-player.

· Proficient at Microsoft Word.

Requirements:
· Ability to commit to 8-10 hours/week for academic year 2010-2011
· Available for training: August 26, 27 

· Positive attitude and true willingness to assist others.

Questions? Contact Sheila Benko, Career Counselor, Seaver College Career Center
(310) 506-4695 or Sheila.Benko@pepperdine.edu
Note:  This position requires a fall and spring commitment with a minimum of 8-10 hours/week.  Work study is not required. Wages: $10/hour
Career Ambassador Application

Seaver College Career Center

Deadline: 
March 19, 2010
Interviews held in March and April.
Please submit the following 

· Application

· Resume & Cover Letter

· Recommendation Form

To: 
Sheila Benko, Career Counselor, Seaver College Career Center, TCC 210 


sheila.benko@pepperdine.edu 

Last Name



First Name


Nickname

Email 



Local Phone Number

Do you check your emails during the summer?

□ Yes

□ No

Address (current)

Address (summer)

Major/Minor





Cumulative GPA

Current Class Standing

Sr. 

Jr. 

So.
 
Fr.

Please answer the following on a separate sheet of paper.

1) Why are you interested in being a Career Ambassador?

2) Describe any experience or skills related to this position.

3) What services have you utilized in the Career Center?

4) What are your career aspirations at this point in time?

5) Explain how faith and your work as a CA may intersect.

Note:  This position requires a fall and spring commitment with a minimum of 10 hours/week.  Work study is not required. Wages: $10/hour

Career Ambassador

Recommendation Form

The Career Ambassador position is a paraprofessional position designed to augment current Seaver College Career Center services.  Students will provide workshops in the dorms and other key locations on campus.  They will also provide peer-to-peer counseling and will help to promote the career center’s services through targeted marketing. 

Applicant: Please complete this section, and deliver or mail this form and a self addressed stamped envelope to the faculty or staff member recommending you.  Ask him or her to return the letter to you in the attached envelope with his or her signature across the seal.  Do not open the envelope or break the seal.  Submit the sealed envelope with your application.

Name: ______________________________________

Student ID #: ______________

Telephone: _____________________

I understand that this recommendation will be used for hiring decisions, and I hereby waive my right of access to this recommendation.

Signed: _____________________________________

Date: _____________________




Respondent: The Career Center would appreciate your judicious evaluation of the applicant.  We are using a self-managed application process.  Therefore to preserve the confidentiality of this recommendation, please affix your signature across the sealed flap of the envelope and return it to the applicant who will submit it with his/her application.

Note: Unless the student has signed the above waiver, he/she has the right to review your reference.

Name of respondent: __________________________________________
Phone: _____________________

Title: __________________________________

How long have you known the applicant? _____________

In what capacity? _____________________________


Please rate the applicant on the qualities listed below:

	
	Truly Exceptional (Top 5%)
	Outstanding 

(Top 15%)
	Above Average

(Top 25%)
	      Average

      (Mid 50%)
	   Below Average

   (Lowest 25%)

	Motivation
	· 
	· 
	· 
	· 
	· 

	Intellectual Ability
	· 
	· 
	· 
	· 
	· 

	Leadership


	· 
	· 
	· 
	· 
	· 

	Self-Confidence


	· 
	· 
	· 
	· 
	· 

	Ability in Oral Communication


	· 
	· 
	· 
	· 
	· 

	Ability in Written Communication


	· 
	· 
	· 
	· 
	· 

	Maturity & Judgment


	· 
	· 
	· 
	· 
	· 

	Overall


	· 
	· 
	· 
	· 
	· 


Circle one:  I 
highly recommend       recommend       recommend with reservations       do not recommend 


this applicant for the Career Ambassador Position.

Signed: __________________________________________________
Date: ________________________________

If you wish to provide the selection committee with additional insight on this student, please make comments on the back of this form or attach an additional sheet of paper.

Return Application to Sheila Benko, Seaver College Career Center

Mail Code 4184; 

Fax: (310) 506-4428

Application Deadline: March 19, 2010

