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Women’s Resource Center 

 Stryker Institute for Leadership Development

Thank you for your interest in working with the Women’s Resource Center.  
The following is information about our hiring process:
· Applicants must be awarded work-study for 2016-2017.
· Applications will be accepted until position is filled.
· A committee consisting of WRC staff will review applications. 
· Candidates will be notified when position is filled. 
· Please attach a Cover Letter and Resume with your application.

Please contact Emily.HedstromLieser@unco.edu with questions or call 970.351.1492.
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Women’s Resource Center 
CURRENT EVENTS SPECIALIST

Job Description

I.	EMPLOYMENT CONDITIONS
· The Current Events Specialist must be an enrolled student throughout duration of hire.
· Position reports directly to the Associate Director and WRC Graduate Assistant and is accountable to all professional staff at the WRC/SI.
· Position works approximately 10-15 hours a week (determined by the current work study allotment).
· Position will work both set and flexible hours. Occasional evening hours will be required.
· Two weeks’ notice is expected for resignation.
· Position must complete full student staff orientation/training and attend student staff 
meetings as needed.
II.	QUALIFICATIONS
A. Necessary qualifications
· Dedication and commitment to women’s and gender issues with a social justice perspective
· Strong networking skills
· Attention to detail in organization of outreach opportunities 
· Excellent oral and written communication skills
· Ability to work in a professional/office environment 
· Ability to work in a collaborative/team environment 
· Commitment to growing personally and professionally through training opportunities of the position 
· Responsible for content delivered through programs and services of the WRC
B. Preferred qualifications
· Previous experience organizing outreach with various groups 
· Public speaking skills 
· Previous experience working in an office or other professional environment 

III.	BENEFITS
· Experience in program and event planning and communications
· Fun and friendly work environment
· Time will be compensated at current minimum wage and has the potential to increase based upon time and performance in the position. 

IV.	RESPONSIBILITIES
This student position is responsible for researching and communicating current events and contemporary women’s and gender issues, as well as ongoing and current social justice conversations. This position is also responsible for supporting current WRC programs and services to ensure that they are addressing contemporary issues relevant to the work of the Center. 
A. Primary Responsibilities
1. Current Events Research 
· Utilize various media outlets to maintain current on women’s and gender issues (local/campus and community, national, and global)
· Distribute current events via email to student and professional staff for personal and professional development 
· Bring current events to staff meetings and trainings for discussion (where applicable)
· Provide write-ups for monthly newsletters about current events and reflections associated with monthly topics 
· Collaborate with Graduate Assistant (and AD where necessary) to identify monthly newsletter themes and topics 
· Stay current on upcoming WRC programs to integrate current events 
· Work with AD and Graduate Assistant to evaluate WRC services to ensure they are addressing current needs 
· Maintain regular communication and collaboration with other student staff positions as necessary to fulfill job requirements including:
· Work with Program Specialist to identify current events to integrate into programming 
· Work with Social Media Specialist to exchange relevant information and integrate current events into WRC social media presence 
· Work with Graphic Design and Marketing Specialist to integrate current events into marketing strategy for WRC campus and community presence 
· Work with Outreach Specialist to identify strategies to integrate contemporary issues into WRC outreach opportunities on campus and in the community 
· Work with Stryker Support Specialist to share relevant information (specific to social justice and identity, leadership and mentorship) that can be incorporated into SI program 
2. Current Events Education/Facilitation
· Support education of campus community related to current events
· Support increasing awareness of student and professional staff at the WRC regarding contemporary issues
· Facilitate presentations and discussion groups (as necessary) around contemporary topics 
3. Records and Office Tasks
· Maintain records of current events and store in s drive (e.g. articles, video links, etc.)
· Review and compile resources (both electronic and hard copy) to inform ongoing personal and professional development of student and professional staff.  
B. Additional Responsibilities 
· Support WRC program tasks as needed 
· Provide office coverage and all student employee related support for services and programs offered through WRC and Stryker Institute (including all general student employee responsibilities outlined in the Student Employee Handbook)  

V.	EVALUATION
· Based upon success in meeting responsibilities defined above
· Completed at the end of each semester by the Associate Director and Graduate Assistant. 
· Basis for future employment with the Women’s Resource Center, references and letters of recommendation
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Current Events Specialist Application

Date: ______________

PERSONAL INFORMATION

Full Name			                          	Bear Number:						   
Address		                           		          	City/State/Zip			                 		
Phone 					          	 E-Mail				                                    	


WORK STUDY

Have you received your work authorization from Financial Aid?  Yes       No

Are you work-study eligible?  Yes       No

If yes, are you federal or state funded?							

What is the amount of your allotment?							





EMPLOYMENT EXPERIENCE (List most recent first)
Title: ______________________        Employer: ________________________________        Dates: ________________________
Can we contact this employer (please circle):       Yes		No 
Title & Responsibilities: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Title: ______________________        Employer: ________________________________        Dates: ________________________
Can we contact this employer (please circle):       Yes		No 
Title & Responsibilities: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Title: ______________________        Employer: ________________________________        Dates: ________________________
Can we contact this employer (please circle):       Yes		No 
Title & Responsibilities: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
OTHER RELATED EXPERIENCE (List most recent first): 
Organization: _________________________________________Dates:__________________________
Title & Responsibilities: ________________________________________________________________________________________________________________________________________________________________________________________________________________________
Organization: __________________________________________Dates:__________________________
Title & Responsibilities: ________________________________________________________________________________________________________________________________________________________________________________________________________________________
Organization: ________________________________________ Dates: __________________________
Title & Responsibilities: ________________________________________________________________________________________________________________________________________________________________________________________________________________________
REFERENCES (Please provide at least 3 professional or academic references)
Name:					Title/Organization:			       Phone:
_______________________________	____________________________________	       _______________________________
_______________________________	____________________________________	       _______________________________
_______________________________	____________________________________	       _______________________________
_______________________________	____________________________________	       _______________________________

Please answer the following questions to the best of your ability:

1. What has been your experience with the Women’s Resource Center and why would you like to work here?









2. What do you hope to gain from this position?









3. Describe your organizational skills:







 



4. How would you describe yourself as an employee?











5. What do you see as being your most significant accomplishment?












6. Describe a situation in which you demonstrated creativity. 










7. What do you consider your greatest strengths? Weakness?











8. Look over the list of necessary qualifications and responsibilities. Please describe your proficiency in these areas:





















Student Employment Time Available
Place an X in the box when you WILL be able to work.
	TIME
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	7:00-7:30
	
	
	
	
	

	7:30-8:00
	
	
	
	
	

	8:00-8:30
	
	
	
	
	

	8:30-9:00
	
	
	
	
	

	9:00-9:30
	
	
	
	
	

	9:30-10:00
	
	
	
	
	

	10:00-10:30
	
	
	
	
	

	10:30-11:00
	
	
	
	
	

	11:00-11:30
	
	
	
	
	

	11:30-12:00
	
	
	
	
	

	12:00-12:30
	
	
	
	
	

	12:30-1:00
	
	
	
	
	

	1:00-1:30
	
	
	
	
	

	1:30-2:00
	
	
	
	
	

	2:00-2:30
	
	
	
	
	

	2:30-3:00
	
	
	
	
	

	3:00-3:30
	
	
	
	
	

	3:30-4:00
	
	
	
	
	

	4:00-4:30
	
	
	
	
	

	4:30-5:00
	
	
	
	
	

	5:00-5:30
	
	
	
	
	

	5:30-6:00

	
	
	
	
	

	6:00-6:30
	
	
	
	
	

	6:30-7:00
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