Office of New Student Programs

West Chester University
Orientation Leader Selection Process 2012
Important Information for Orientation Leader Applicants
Be sure to read all materials in this packet thoroughly and keep this sheet for future reference.
Application Information
____
Submit the following information to the Office of New Student Programs, 202 Lawrence Center, by FRIDAY, FEBRUARY 10, 2012, at 4:30 p.m.:
· Completed application

· Recommendation forms described below--Individuals completing your recommendations must submit them by the February 10th deadline

· For Orientation Leader Applicants New to the Position:  Your response to the following questions in a one-page typed statement:

· Why would you like to be an Orientation Leader?

· Why do you think Orientation Leaders are important to the new student experience?

· What would you bring to the “O-Team” and why would you consider that a strength for this position?
· For Orientation Leaders Reapplying for the Position:  Your response to the following questions in a one-page typed statement:

· How will you use your past OL experience to benefit those new to the position?
· What is one thing you would improve upon from last year and how would you go about doing that?
· What are three goals you have for yourself as a returning Orientation Leader this year?
_____
GPA REQUIREMENT:  All candidates must have a 2.30 or higher cumulative GPA by the end of the Fall 2011 Semester in order to continue with the application process and at the end of the Spring 2012 Semester to continue in employment if hired.

____
Faculty/Staff Recommendation Form:  Sign and give the form to the faculty or professional staff member of your choice and ask that she or he complete it as soon as possible and return it to the Office of New Student Programs, 202 Lawrence Center, by Friday, FEBRUARY 10, 2012. We may contact your references in March for follow up information.

____
Supervisor/Employer Recommendation Form:  Sign and give the form to a supervisor or employer (job, internship, practicum, etc.) of your choice and ask that she or he complete it as soon as possible and return it to the Office of New Student Programs, 202 Lawrence Center, by Friday, FEBRUARY 10, 2012.  We may contact your references in March for follow up information.
Interview and Selection Timeline

Group Interview: Group interviews will take place the week of 2/13.  Applicants will be able to schedule a group interview time when they drop off their completed application in the Office of New Student Programs, Rm. 202 Lawrence Center.  
Group Process Day – Saturday 2/18: Mark your calendar for Saturday, 2/18 from 9 a.m.-12:30 p.m. as you will participate in a group process day with other applicants. You will sign up for your individual interview time as part of the group process day.
Individual Interview: Individual interviews will take place the week of 2/20.  Applicants will interview with the Director of New Student Programs and a Senior Orientation Leader.  Applicants will schedule an individual interview time at the group process day. This interview should last about 15 minutes.
Notification:  All applicants will be notified regarding selection via their WCU e-mail account no later than March 12.  Applicants will be cleared academically and judicially prior to an offer being made.
Office of New Student Programs

West Chester University
Orientation Leader Information

A crucial role for the Orientation Leader is to communicate a tremendous amount of critical information about the University to new students.  The Orientation staff will be trained to answer questions about academic adjustment, student services, and campus life issues.  In order to better understand the responsibilities of the position, keep in mind that candidates need to possess a high energy level and strong commitment to the program.  Please note that the Orientation Leader position is a year-long commitment with special emphasis on the Orientation programs in June, July, August and January as well as Weeks of Welcome, the First-Year Student Leadership Program and Family Weekend.  There are also opportunities for participation in additional activities throughout the year. 

Qualifications/Conditions of Employment
Specifically the following criteria must be met:

· Have a minimum cumulative GPA of 2.3 or better;

· Not enroll in Summer Session I courses (May29- June 29);

· Be enrolled as an undergraduate student at West Chester University for Fall  2012; 
· Have a positive attitude and enthusiasm for WCU;

· Be in good disciplinary standing;

· Relate well with students, parents, faculty, and administrators;

· Have a willingness to learn about WCU programs and services;

· Have strong interpersonal communication skills (e.g., public speaking and listening skills);

· Demonstrate an ability to work with groups of diverse individuals; 
· Be a team player;

· Have good public relations skills;

· Be reliable, responsible, confident and sincere;
· Be present and participate in the following activities:  Training Sessions, June/July Orientation, August Orientation, staff meetings, specified Weeks of Welcome programs, First-Year Student Leadership Program, Family Weekend, and January 2013 Orientation;
· Comply with all aspects of the University Student Code of Conduct;

· Maintain the highest ethical and professional conduct at all times.
Duties and Responsibilities
· Participate in all training activities from Spring 2012-Spring 2013;
· Participate in all required work activities as noted in the dates listed on the OL Work Commitments page;
· Serve as a resource person providing general assistance and answering questions;
· Lead small and large groups of new students in discussions and activities;
· Direct and participate in social and recreational activities;
· Attend regular staff meetings during Orientation;
· Complete administrative tasks and program preparation duties as assigned;
· Comply with the University Student Code of Conduct.
· Act as a role model. As an Orientation Leader you will be someone’s role model. Your behavior and attitude should reflect your position as a role model at all times.
Remuneration 
Orientation Leaders will be paid a $1,500.00 stipend for all the Work Commitments listed on the OL Work Commitments page. 

Returning Orientation Leaders will be paid a $1,650.00 stipend.  The stipend will be prorated for staff working only June/July or only August Orientation.  Meals will be provided during Training and on Orientation Days.  Housing may be provided at North Campus, space permitting, during the June/July Training and Orientation days.  Students who are provided with housing must work an additional 10 hours in the New Student Programs Office.

Save These Dates in 2012
Orientation Leader Work Commitments
Orientation Interview Process

Monday, 2/13- Friday, 2/17:  Group Interviews - Sign up for an interview time when you hand in your application
Saturday, 2/18 from 9 a.m.-12:30 p.m.:  Orientation Leader Group Process
Monday, 2/20-Wednesday, 2/22: Individual Interviews – Sign up for an interview time during the group process day
Training 

Friday, April 6, 3:30-6:00 p.m.
June 4, 5, 6, 7 8, 11, 12

Orientation Sessions (6:45 a.m.-6:00 p.m.)  

Wednesday, June 13 – First-Year Session 1

Thursday, June 14 – First-Year Session 2

Tuesday, June 19 – First-Year Session 3

Wednesday, June 20 – Transfer Session 1

Thursday, June 21 – First-Year Session 4

Tuesday, June 26 – First-Year Session 5

Wednesday, June 27 – First-Year Session 6

Thursday, June 28 – First-Year Session 7 

Tuesday, July 10 - First-Year Session 8 (tentative date if necessary)

Wednesday, July 11 - Transfer Session 2
Orientation Wrap Up Meetings
Friday, June 29 or Thursday, July 12 (depending on date of last First-Year session)--First-Year Wrap Up, 9 a.m.-2 p.m.

Wednesday, July 11--Transfer Wrap Up immediately following Transfer Orientation
August Orientation Training: Monday, August 20 – Thursday, August 23 
Late Transfer Orientation: Tuesday, August 21    
August Orientation Part 2: Friday, August 24 - Sunday, August 26   
Weeks of Welcome: First few weeks of classes
New Student Leadership Program: Friday, September 7 or Saturday, September 8 (tentative dates)

Family Weekend: September 15, 2012 

West Chester University
Orientation Leader Application

Personal Information
PLEASE TYPE OR PRINT











Name: 








 WCU ID#:





   Last

      

First
      
   Middle Initial
Current College Address:






 Cell Phone#:



 


      

Street or Residence Hall Address



   









__________________


      

City



State

Zip

Home Address: 






 Home Phone Number:


 



      Street


         
   






____________________________________


      City


State

Zip

______ On-Campus Student 
______ Commuter Student
  ______ Off-Campus Student   

**We will communicate with you via your WCU e-mail only, so please check your WCU e-mail on a regular basis.**

Please read the statement below and check one:

There are three different Orientation Leader positions available. Please check ONLY ONE of the lines below to reflect which Orientation Leader position you are applying for.  (Note:  The stipends listed are for new Orientation Leaders.  Stipends will be adjusted accordingly for returning Orientation Leaders).
_____ Commitment to ALL DATES (will be present for trainings, June/July Orientation, August Prep and Orientation, Weeks of Welcome, Leadership Program, Family Weekend, and January Orientation) - $1,500.00 stipend
_____ Commitment to Summer Orientations in June/July ONLY (will be present for trainings, June/July Orientation, and January Orientation) - $945.00 stipend
_____ Commitment to August Orientation and Fall programs ONLY (will be present for April training, August Prep and Orientation, Weeks of Welcome, Leadership Program, Family Weekend, and January Orientation) - $555.00 stipend
Will you need housing during the Orientation program?  ______ YES  ______ NO
(You will be required to work an additional 10 hours in the New Student Programs office in exchange for housing)

Will you be living off-campus during the Orientation program? ______ YES  ______ NO
Will you be commuting from home during the Orientation program? ______ YES  ______ NO

Please indicate your t-shirt size  ________________

Educational Information










Current WCU Class Status:  _____ FY          _____ Soph          _____ Jr          _____ Sr     
Did you transfer to WCU?  ______ YES  ______ NO

Total Semesters Completed at WCU (including current semester): ________    
Expected Graduation Date (sem/yr): ________________
Major:






Minor: 







Do you intend to take classes during the second summer session, July 2 – August 3, 2012? 
(Please note that priority may be given to applicants who are not enrolling in Summer Session 2 classes.)       


 YES 

 NO
Your cumulative GPA must be at least 2.30.  New Student Programs will verify that your cumulative GPA meets this requirement.
Leadership and Organization Experience
Have you started completing a Co-Curricular Portfolio through the Office of Student Leadership and Involvement?  ______ YES  ______ NO

If yes, please attach an unofficial copy of your Co-Curricular Portfolio with your application.
List the top three things you have done at WCU that you feel involved you in the campus community. This could be attending a program (social or educational) or athletic event on campus, attending regular meetings of a campus organization, holding a leadership position in a campus organization, writing an article for the Quad, etc. 
EVENT/ORGANIZATION


POSITION(S) HELD (if applicable)

DATE(S)
Please list/describe any special accomplishment you would like to share from your college or high school experience (e.g., chaired a fundraiser, had a photograph you took published in the school paper, worked on a research project with a faculty member, etc.):

__________________________________________________________________________________________________
List all full-time or part-time employment experience.  Please include any campus positions (e.g., Sykes Staff, Resident Assistant, Peer Educator, etc.).

        POSITION



ORGANIZATION / COMPANY

DATES

Attach your typed response to the following questions:
For Applicants New to the Orientation Leader Position:  Please respond to the questions below in a one-page typed statement:

· Why would you like to be an Orientation Leader?

· Why do you think Orientation Leaders are important to the new student experience?

· What would you bring to the “O-Team” and why would you consider that a strength for this position?

For Orientation Leaders Reapplying for the Position:  Please respond to the questions below in a one-page typed statement:

· How will you use your past OL experience to benefit those new to the position?

· What is one thing you would improve upon from last year and how would you go about doing that?

· What are three goals you have for yourself this year as a returning Orientation Leader?

I understand that through my signature below:

I hereby authorize complete access to any/all West Chester University academic and judicial records that I may have to New Student Programs.  I understand that the Family Rights and Privacy Act of 1974 dictates that my permission must be granted for access to these records to occur.  Additionally, by signing below I maintain that the information I provided in my application is completely true.

_______________________________________________________


______________________

Signature








Date

West Chester University is an Equal Opportunity and Affirmative Action Employer

 ~ REMINDER ~
Submit the following information

To the Office of New Student Programs, 202 Lawrence Center 
By Friday, FEBRUARY 10, 2012 at 4:30 p.m.:
· Completed application

· Recommendation Forms--Be sure the individuals completing your recommendation know that the forms must be received in the Office of New Student Programs by the February 10th deadline.
· For Applicants New to the Orientation Leader Position --Your one-page typed response to the following:

· Why would you like to be an Orientation Leader?

· Why do you think Orientation Leaders are important to the new student experience?

· What would you bring to the “O-Team” and why would you consider that a strength for this position?

· For Orientation Leaders Reapplying for the Position--Your one-page typed response to the following:

· How will you use your past OL experience to benefit those new to the position?

· What is one thing you would improve upon from last year and how would you go about doing that?

· What are three goals that you have for yourself this year as a returning Orientation Leader?

If you have questions about the OL position or the selection process, please contact the Office of New Student Programs at 
(610) 436-3305or e-mail orientation@wcupa.edu.

