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OFFICE ASSISTANT APPLICATION
2012-2013


Note to the Applicant:
The Department of Residential Life is pleased with your interest in becoming an Office Assistant (OA).  Before proceeding with the application materials, we ask that you carefully read the Eligibility Requirements and the Position Description.  If you are eligible and still interested, we ask that you fully complete the application and provide the requested additional materials.  Please note that incomplete applications will not be reviewed by the hiring team.

Position Overview:
The Department of Residential Life employs Office Assistants (OA) to help process the daily activities of the central office. Office Assistants may also be assigned to specific staff members to assist with their roles and responsibilities and lead various projects.  The position requires a high level of confidentiality, maturity and independent work.  Office Assistants will need to be able to multi-task and process the expectations of various professional staff members.
Eligibility Requirements:
All applicants must:
· Submit a completed application with résumé by February 10th, 2012 no later than 5:00pm. Late applications will NOT be accepted. Applications may be submitted to the office of Residential Life located in G-06 (ground floor) of the Student Services Building
· Be enrolled at NCCU as a full-time student. Summer applicants must be enrolled for at least 3 hours in either Summer I or II. 
· Have a cumulative grade point average (GPA) of 2.7 or higher.
· Have no record of University disciplinary action at the time of application or appointment.
· Comply with all professional dress and attire policies, which prohibit jeggings, leggings, obscene paraphernalia, sandals, and jeans, amidst other things. Other specifics regarding what is deemed appropriate are at the discretion of each supervisor 
· Be able to attend Fall Training beginning August 5th, 2012
· Be able to work a minimum of 10 hours per week
· Have the ability to work during regular business hours (between 8:00 a.m. – 5:00 p.m.)
· Possess a basic knowledge of Microsoft Office (Word and Excel)
· Consent to sign the confidentiality agreement
· Possess Excellent verbal and written communication skills
Preferred candidates will:
· Have the ability to work the maximum number of hours allowed: 20 hours per week
· Be Proficient in Microsoft Office (Word, Excel, Outlook and PowerPoint)
· Display excellent web navigation/research abilities
· Have experience in marketing/publicity
· Be an individual interested in the helping profession (student affairs) and/or business administration
· Be available to work evening and weekend hours, as needed

General Responsibilities:
· Provide assistance to callers and walk-in visitors regarding housing policies, procedures, etc. and/or direct them to appropriate staff
· Retrieve and input data into Banner and Residential Life Management System
· Perform Residential Life related benchmarking and research 
· Assist with clerical responsibilities 
· Make deliveries to and from various campus offices
· Submit work and close orders in the SchoolDude Facilities Management System 















	APPLICANT INFORMATION



	
Full Name:
	[bookmark: Text1]     
	[bookmark: Text2]     
	[bookmark: Text3]   
	Date:
	[bookmark: Text4]     

		Last
	First
	M.I.

	Address:
	[bookmark: Text5]     
	[bookmark: Text6]     

		Street Address
	Apartment/Unit #

	
	[bookmark: Text7]     
	  
	     

		City
	State
	ZIP Code



If Residing On Campus:
	
Address:
	     
	     

		Residence Hall
	Room #





[bookmark: Text20][bookmark: Text21][bookmark: Text22][bookmark: Check12][bookmark: Check13]Date of Birth (dd/mm/yyyy):   /  /     					Gener: Male |_|    Female  |_|



[bookmark: Text10][bookmark: Text11][bookmark: Text12][bookmark: Text13][bookmark: Text14][bookmark: Text15][bookmark: Text16]Home Phone:    -   -    		Cell Phone:    -   -    	NCCU Email:      



[bookmark: Text17][bookmark: Text18][bookmark: Text19]Alternate Email:      		Banner ID:      		SSN:      		

	

Position Applied for:
	[bookmark: Check5][bookmark: Check6]                                   Term Applied For: 2012-2013 Acad. Year  |_|     Summer 2012 |_|

	


Are you a citizen of the United States?
	YES
[bookmark: Check3]|_|
	NO
[bookmark: Check4]|_|
	If no, are you authorized to work in the U.S.?
	YES
|_|
	NO
|_|







	ACADEMIC BACKGROUND



[bookmark: Check7][bookmark: Check8][bookmark: Check9][bookmark: Check10][bookmark: Check11]Current Class Level:  |_|First Year	    |_|Sophomore	           |_|Junior	          |_|Senior                  |_|Grad.

[bookmark: Text23][bookmark: Text24][bookmark: Text25]Major:      		Minor:     		       Concentration:      

[bookmark: Text26][bookmark: Text27][bookmark: Text28][bookmark: Text29][bookmark: Text30]Anticipated Course Hours: Fall 20   =   		Spring 20   =               	       Exp. Graduation Date: (mm/yy)       

[bookmark: Text31][bookmark: Text32]Cumulative GPA:      				Credits at NCCU:     



	COMMITMENTS



Please use this space to indicate the commitments you anticipate having next year and the approximate number of hours per week each commitment requires. This includes part-time jobs, any activities in which you are involved, and the position(s) held, if any (academic clubs, community service groups, student organizations, etc.). 

ORGANIZATION/JOB		           	     POSITION	     	             	           HOURS PER WEEK

[bookmark: Text33][bookmark: Text38][bookmark: Text43]1.      		     			  


[bookmark: Text34][bookmark: Text39][bookmark: Text44]2.      		     			  


[bookmark: Text35][bookmark: Text40][bookmark: Text45]3.      		     			  


[bookmark: Text36][bookmark: Text41][bookmark: Text46]4.      		     			  

[bookmark: Text37][bookmark: Text42][bookmark: Text47]
5.      		     			  

							
	Selective Service Registration Compliance

	General Statute 143 requires applicants for State employment or specified types of educational assistance to verify compliance with the requirements of Military Selective Service Act. 

COMPLIANCE CERTIFICATION:  Please check the appropriate box(es), print your name, SSN, sign your name, and date this section to indicate your compliance.

[bookmark: Check18]|_| I certify that I am NOT registered with the Selective Service because (check appropriate boxes below):
[bookmark: Check19]|_| I am a female
[bookmark: Check20]|_| I am in the armed services on active duty. (Note: Members of the Reserves and National Guard are not considered on active duty.)
[bookmark: Check21]|_| I was born before 1960
[bookmark: Check22]|_| I am a permanent resident of the Trust territory of the Pacific Islands or the Northern Mariana Islands
[bookmark: Check23]|_| I am a non-immigrant alien
[bookmark: Check24]|_| I have not yet reached my 18th birthday
[bookmark: Check25][bookmark: Text72]|_| I certify that I am registered with the Selective Service.       Printed Name: _     ____

[bookmark: Text73][bookmark: Text74][bookmark: Text75]Signature __     __       SSN:     ___      Date: __     __






	EXPERIENCE


 
Please attach résumé.

	EVALUATIVE SHORT ESSAYS



Please answer the following questions below in a separate document (typed) and attach them to your application. Make sure that any attachments have your name and Banner ID number clearly marked in the top right hand corner of each sheet. Please limit all responses to a single paragraph. 

1. What makes you a strong candidate for the Office Assistant position?

2. What is your idea of excellent customer service, and how vital do you consider it to be to a business
    or department? Give an example of when you displayed excellent customer service. 

3. Scenario: A student walks into the office and demands to be moved because of a roommate conflict.
    After explaining our policy to the resident, they refuse to leave the office without being moved. What 
    would be your next step in handling this situation?

4. Looking at the job description, what excites you the most? Conversely, what concerns you the most?

5. We hold academic performance in the highest regard. Do you believe that you can successfully co-
    manage part-time employment as a full-time student? What leads you to believe so?  


	REFERENCES



Please list two professional references. One of them must be NCCU affiliated. 

 

	Name: .  
	[bookmark: _GoBack]      
	Relationship: .
	[bookmark: Text78]      

	E-mail: .  
	      
	Title: .
	[bookmark: Text79]      

	Address: . 
	      
	Phone: .
	[bookmark: Text80][bookmark: Text85][bookmark: Text86] (     )      -     

	
	      
	





	Name: .  
	      
	Relationship: .
	      

	E-mail: .  
	      
	Title: .
	      

	Address: . 
	      
	Phone: .
	[bookmark: Text83][bookmark: Text84] (     )      -     

	
	      
	





I certify that all of the statements I have made are true to the best of my knowledge and belief. I authorize an investigation of all statements contained in this application that may be necessary in arriving at an employment decision. I understand that this investigation includes checking university records to verify my G.P.A. and conduct history. In the event of employment, I understand that false or misleading information in my application or selection process may result in discharge.


[bookmark: Text76][bookmark: Text77]     				     
Signature							Date




STATEMENT OF CONFIDENTIALITY

I recognize that as a potential employee within the Office of Residential Life I have access to documents, files, materials, and conversations that are of a confidential nature. While my work with the Department of Residential Life might result in my observation and/or learning of confidential information, I hereby state on my honor that I will not share confidential information with anyone through verbal, written, or electronic means. Further, I will not physically remove or reproduce any information from the Office of Residential Life unless instructed to do so by a professional Residential Life staff member. I agree to ask a professional Residential Life staff member for clarification on whether or not information is confidential should I have any questions.
My signature below represents my understanding of this statement and my commitment to treat all confidential information in a confidential manner.


     			     
Signature							Date
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