Applicant Name: _______________________________
2012 SUMMER ORIENTATION LEADER INFORMATION
Orientation Leader Candidate Checklist 
1st Step: Complete the 2012 Orientation Staff Application. A completed and typed application must be submitted no later than Friday, February 3, 2011 at 4:50 p.m. to the New Student Services Office. Before beginning the application you will need to: 

Prepare a current text-only resume (no formatting required) including, but not limited to: 

· Previous work experience that would contribute to the position, including titles and dates of experience

· Involvement in extracurricular activities

· Volunteer work or community service

· Honors or awards that you have received

Prepare a personal statement (approximately 500 words) addressing all three of the following questions:

1. Describe your university experience. What you have experienced, learned and participated in, and how has your experience influenced your desire to apply for this student leader position.

2. How will you contribute to and support the mission of New Student Services and the goal of summer orientation? Please include examples of activities, programs, or interactions with others that illustrate your support of the orientation program

3. As a student leader, you will be advocating for and providing resources to students from different cultures, races, sexual orientations, and abilities than yourself. Please explain honestly how you would be able to connect with these diverse populations and how you have been able to work in teams made up of diverse individuals.

4. Describe the experience you had during your Orientation, either here or at another university you have attended. Discuss both the positive and negative aspects of that experience. For each negative experience describe what you believe would have made it a better experience. 

2nd Step: Identify the two individuals that you will ask to be your reference providers. References must complete an attached review and both must be submitted at the time of the completed application.
. 

3rd Step: Applications will be reviewed by the selection committee and all qualified applicants will be contacted via phone to set up an individual interview time sometime between February 7-9, 2012. To aid in the interview schedule process please complete the interview block time schedule. 

4th Step: All qualified applicants are REQUIRED to attend a group interview process on Monday, February 6, 2012 from 6:00pm-7:00pm. During this interview, you will participate in three group activities where you will interact with other candidates as well as with current student leaders and staff. Attendance is mandatory for hire. 

5th Step: 2012 Orientation Staff announcements will be available for pick up from the New Student Services Office on February 9, 2012 by 12:00 PM. 
6th Step: If you were selected to be a member of the 2012 Orientation Staff you must be available for weekly class times that are set up based on the availability of orientation leaders. More information will be provided to you later.
Thank you for your interest in working with us. If you have any further questions, please feel free to contact Liz in New Student Services at 657-1708 or estilwell@msubillings.edu . 


Montana State University Billings hosts Freshman Orientation each summer for new students and their families. Orientation is a two day introduction to college life at MSUB. Orientation is designed to provide an early on campus experience to both academics and student life. Student Orientation Leaders are an important part of this program and work closely with new students and their families to assist them with their transition to college. Orientation Leaders must be able to commit to working all of the following Orientation days: 

June 7 – 8, June 21 – 22, July 12 – 13, July 26 – 27 
Essential Qualifications 
· Possess excitement and pride for Montana State University Billings and a strong interest and desire to help new students and their families make a positive transition to MSUB 

· Exhibit leadership potential and a commitment to the mission of Orientation, strong customer service and interpersonal skills and the ability to work effectively with a diverse group people 

· Ability to problem solve, manage conflict, and remain flexible under pressure 

· Full commitment to and participation in the MSUB Orientation Program 

· Must show a positive attitude and strong work ethic 

· Ability to work without direct supervision and use good judgment to make decisions 

· Must be a current MSUB student 

Ideal Skills and Abilities 
· Maintain a high level of energy and enthusiasm when working long days 

· Be an effective and clear communicator with peers, new students, and parents 

· Be comfortable facilitating small and large group discussions and activities 

· Possess a high level of maturity and an ability to use independent judgment in decision making 

Time Commitment and Responsibilities 
· Register for and attend a one credit leadership course during the second 10 weeks of spring 2012 semester 

· Attend all Freshman Orientation sessions and stay overnight in the residence halls during Orientation (June 7 – 8, June 21 – 22, July 12 – 13, July 26 – 27) 

· Attend a two day training session on June 5 and 6 
· Plan ice-breakers and social activities during Orientation 

COMPENSATION 
 Approximately $100 per day ($11.25 per hour) 
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2012 MSUB ORIENTATION STAFF APPLICATION
This application MUST be TYPED. An electronic version can be found at webpage. 
Name:___________________________________________________________________________________   


(Last)





(First)



(Middle)

Student ID # __________________________________ 

Phone Number: (     )________________

Cell Phone Number: (      )_________________   Email Address: __________________________________

Permanent Address 

Mailing Address: ___________________________________________________________________________

City: ____________________________________   State:_______________   Zip:_______________________

Present Class: 
FR
SO
JR
SR
GRAD

College or Department: ___________________________________  Major: ___________________________
Anticipated graduation date: ___________

Credit Hours (as of the end of Fall ’11): __________

Fall ’11 GPA: ______________     Cumulative (including Fall ’11) GPA: _______________

(Must have a 2.5 cumulative GPA)

Plans for Involvement

Please list any extracurricular, volunteer, leadership positions, and work positions – including average # of hours per week of involvement and required dates/times established for the 2012 summer:
Activity: ___________________________   Hrs/Wk: ________  Required Dates/Times: __________________

Activity: ___________________________   Hrs/Wk: ________  Required Dates/Times: __________________  

Activity: ___________________________   Hrs/Wk: ________  Required Dates/Times: __________________  
Please list the names and addresses of two (2) persons other than students or relatives who we can contact as references for you.  If possible, please list at least one on-campus reference.

1.


Name


Position

Address


Phone

2.

Name


Position

Address


Phone
Please read the following carefully

· I understand that I must have completed a minimum of two semesters of academic work at the time of appointment. 
· I understand that I must remain in good conduct/financial standing with the University in order to be selected as a staff member and to maintain my position.

· I understand that I must maintain a minimum 2.5 GPA during the time of my employment as a staff member
· I am aware that as a staff member I will be required to be available during the following summer dates for training and orientations: June 5 – 6, June 7 – 8, June 21 – 22, July 12 – 13, July 26 – 27 
· I am aware that I will be required to attend weekly training classes during the spring 2012 semester.

· I understand that I am responsible for creating a culture and climate that honors diversity and advocates for social justice issues.  I understand that I will also be responsible for actively engaging in activities surrounding social justice issues.

· I understand that it is my responsibility to consult with the Financial Aid office to determine what impact the staff position may have on my financial aid package.

University/Residence Hall Standing

Have you ever been found responsible for violating the Student Conduct Code?
 _____ Yes   _____ No

(If yes, please explain violation and how you grew from the situation on a separate page)

Have you ever been found responsible for violating Residence Hall Policies? 
 _____ Yes   _____ No

(If yes, please explain violation and how you grew from the situation on a separate page)

Student Authorization for Release of Information

I hereby certify that all statements and answers on this application are complete and true.  I understand that false statements or omissions will be cause for the termination of my application or subsequent employment.  I also understand that by signing this application, I give permission to access my academic and discipline records and to conduct reference checks.  I also give my permission to discuss information relevant to my candidacy.

______________________________________________

_____________________

Signature of Applicant






Date
Interview Time Schedule, Orientation Staff Hiring

Name

Please cross out the times you CANNOT attend an interview on the following dates. Interviews will be 1/2 hour in length and they will be conducted February 7-9, 2012. During the interview, you will be asked questions relating to the Orientation Leader job and asked to respond to specific situations. If offered an interview you will receive a call informing you of your interview time.

This form, as well as the application and letters of reference, are due in the New Student Services Office no later than 4:50 pm on Friday, February 3, 2012. We are looking forward to your interview! 

	
	Tuesday
Feb. 7
	Wednesday
Feb. 8
	Thursday
Feb. 9
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	10:00a
	
	
	

	
	
	
	

	11:00a
	
	
	

	
	
	
	

	12:00p
	
	
	

	
	
	
	

	1:00p
	
	
	

	
	
	
	

	2:00p
	
	
	

	
	
	
	

	3:00p
	
	
	

	
	
	
	

	4:00p
	
	
	

	
	
	
	

	5:00p
	
	
	

	6:00p
	
	
	

	7:00p
	
	
	


New Student Services
Montana State University-Billings

1500 University Drive

Billings, Montana 59101-0298

To the candidate:
Before delivering this form to the person serving as your reference, be sure you have typed your full name and major/minor area(s) in the spaces below. If you wish this recommendation to be confidential, date and sign the waiver statement at the bottom before delivery to the writer.

To the writer:
Under the Family Education and Privacy Act the candidate named below will have access to your recommendation unless the “Waiver to Access to This Recommendation” is signed at the bottom section of this form. If the waiver is signed, you may be assured that this recommendation will be kept confidential from the candidate. Please complete and return this recommendation directly to the Office of New Student Services, Montana State University Billings. 

Candidate’s Name: 





Major/Minor(s) 
	PLEASE CHECK:
	no opportunity to observe
	superior
	above average
	average
	below average
	poor

	ability to present ideas

	
	
	
	
	
	

	ability to get along with many types of people

	
	
	
	
	
	

	potential as a role model

	
	
	
	
	
	

	reaction to advice and criticism

	
	
	
	
	
	

	Dependability

	
	
	
	
	
	

	Professionalism

	
	
	
	
	
	

	bearing, poise, self-confidence

	
	
	
	
	
	

	enthusiasm, initiative, drive

	
	
	
	
	
	

	Cooperation

	
	
	
	
	
	

	ability to work without supervision

	
	
	
	
	
	

	ability to organize time and self

	
	
	
	
	
	

	ability to make decisions

	
	
	
	
	
	

	leadership potential

	
	
	
	
	
	


STATEMENT: Please offer constructive and relative feedback concerning the applicant and his/her potential performance as an Orientation Leader.





















Signature



      Position



Date

Print Name






 Phone (     ) 

Address






 City/State

WAIVER OF ACCESS TO THIS RECOMMENDATION

I waive my right of this inspection and wish this recommendation to be confidential.

Signature of Candidate 






 Date

New Student Services
Montana State University-Billings

1500 University Drive

Billings, Montana 59101-0298

To the candidate:
Before delivering this form to the person serving as your reference, be sure you have typed your full name and major/minor area(s) in the spaces below. If you wish this recommendation to be confidential, date and sign the waiver statement at the bottom before delivery to the writer.

To the writer:
Under the Family Education and Privacy Act the candidate named below will have access to your recommendation unless the “Waiver to Access to This Recommendation” is signed at the bottom section of this form. If the waiver is signed, you may be assured that this recommendation will be kept confidential from the candidate. Please complete and return this recommendation directly to the Office of New Student Services, Montana State University Billings. 

Candidate’s Name: 





Major/Minor(s) 
	PLEASE CHECK:
	no opportunity to observe
	superior
	above average
	average
	below average
	poor

	ability to present ideas

	
	
	
	
	
	

	ability to get along with many types of people

	
	
	
	
	
	

	potential as a role model

	
	
	
	
	
	

	reaction to advice and criticism

	
	
	
	
	
	

	Dependability

	
	
	
	
	
	

	Professionalism

	
	
	
	
	
	

	bearing, poise, self-confidence

	
	
	
	
	
	

	enthusiasm, initiative, drive

	
	
	
	
	
	

	Cooperation

	
	
	
	
	
	

	ability to work without supervision

	
	
	
	
	
	

	ability to organize time and self

	
	
	
	
	
	

	ability to make decisions

	
	
	
	
	
	

	leadership potential

	
	
	
	
	
	


STATEMENT: Please offer constructive and relative feedback concerning the applicant and his/her potential performance as an Orientation Leader.





















Signature



      Position



Date

Print Name






 Phone (     ) 

Address






 City/State

WAIVER OF ACCESS TO THIS RECOMMENDATION

I waive my right of this inspection and wish this recommendation to be confidential.

Signature of Candidate 






 Date

