


Student Senate
Administrative Assistant
March 28, 2011

Dear Applicant,

Thank you for taking interest in the position of the Student Senate Administrative Assistant.  The Administrative Assistant is responsible for taking minutes at Student Senate meetings and fulfilling administrative tasks for Student Senate.  Attached to this cover letter is an application and the Bylaws pertaining to this position.  Please read the job duties and description explained in the Bylaws.  It is highly recommended that you have knowledge of the position if you are awarded an interview.  

Application dates and hiring schedule as follows:

Wednesday April 20, 2011
All applications are due NO LATER THAN 5:00 p.m. and are to be turned in to the Main Office (Room 2035) in the Student Activities Office, unless given permission to be turned in later by the Director of Student Affairs.

Friday, April 22, 2011
If necessary, a paper cut procedure will be implemented by the Student Senate Director of Student Affairs. All applicants will be notified within five class days of the committee decisions through the Director for Student Affairs whether or not they are granted an interview.  If granted an interview, applicants will be notified of interview scheduling options.


Interviews:

If you are selected for the position, you will be notified promptly and you must accept or reject the offer within in five class days from notification. 

If you have any questions or concerns, please feel free to contact me via email.
salynthia.collier@unco.edu

Sincerely,


Salynthia Renee Collier
Director of Student Affairs
Student Senate







SECTION 5.	STUDENT CABINET ADMINISTRATIVE ASSISTANT

A. 	Qualifications:
1. UNC student as defined in the Student Body Constitution.
2. Minimum of ten class hours per (Spring and Fall) semester taken and successfully completed for undergraduate students and a minimum of nine class hours (spring and fall) taken and successfully completed for graduate students.
3. Minimum cumulative grade point average of 2.3 on a 4.0 scale and a 2.0 grade point average for academic term during which the student is holding the Administrative Assistant position.
4. The Administrative Assistant must have a working knowledge of the technology used by Student Senate. 
5. When serving as the Student Cabinet Administrative Assistant, he/she must serve in an unbiased capacity at all times.

B. 	Remuneration and hours:
1. The Student Cabinet Administrative Assistant shall be remunerated full time equivalent in-state undergraduate tuition and fees.
2. Shall follow the guidelines outlined in Chapter One, Section One.

C. Job Description and Work Allocation Procedure:

The Student Cabinet Administrative Assistant shall have two primary job requirements.  The first shall be to care for the general administrative requirements to Student Senate and secondly, to provide additional aid to individual Student Cabinet Directors.
1. Administrative Assistant General Administrative Requirements
a. The Student Cabinet Administrative Assistant shall take minutes at all regular Student Senate meetings.  The Student Cabinet Administrative Assistant is not mandated to record minutes for Student Senate sub-committee meeting, unless requested to do so.
b. The Student Cabinet Administrative Assistant shall also prepare correspondence and other identified duties when appropriate as set by the Student Body President at the beginning of the Administrative Assistant’s term of office.
2. Assistance for Directors: An individual Student Cabinet Director may request that the Administrative Assistant aid in the completion of his/her tasks. Any Student Cabinet Director requesting the aid of the Administrative Assistant must follow the below process.
i. Only one task per Director can be requested at one time.
ii. The Student Cabinet Director must clearly describe the task.
iii. The Student Cabinet Director must estimate an amount of time for completion.
iv. The requesting Director must include all factors that are keeping him/her unable to complete the task, which is being requested.
3. Administrative Assistant Discretion: The Student Cabinet Administrative Assistant can refuse a task as outlined in the below instances.
a. If the requesting Director/Student Body President is not available for clarification.
b. If the task being requested by an individual Director/Student Body President exceeds five hours.
c. If the Director/Student Body President has overused the Administrative Assistant as determined by the Student Senate Advisor.
4. Director and Student Body President Dissatisfaction:  If the Student Cabinet Administrative Assistant at any time feels violated of his/her responsibilities, the Administrative Assistant should inform the Student Body President.
a. The Student Body President at that point should take the necessary action at his/her discretion.
b. If the Student Body President is involved or doesn’t mediate the problem the Administrative Assistant then should consult the Student Senate advisor or the AA/EO Facilitator, depending on sagacity of the Student Cabinet Administrative Assistant.
5. Additional Duties: The Student Body President in conjunction with the Directors of Student Cabinet may set additional criteria and approve it by a two thirds vote.








Student Senate
 Administrative Assistant Application

Date: ___________________

Name: ___________________________________________________

Address: _________________________________________________
	    _________________________________________________

Phone: ___________________________________________________

Email: _________________________		Bear #: ______________________

(Please attach a current resume)

Reasons seeking position: ____________________________________________________________________________________________________________________________________________

Background Experience: ____________________________________________________________________________________________________________________________________________
______________________________________________________________________

Where did you hear about this position? ______________________________________________________________________


I give permission for the Student Activities Office to check my cumulative GPA and current class load


Signature 									Date






To be completed by the Student Activities Office

Cumulative GPA meets Student Senate Bylaw standards: Yes______   No_______

Class load for Fall semester will meet Bylaw standards: Yes_____  No______


Signed										Date
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