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Graduate Assistant Coordinator - Position Announcement

The Student Center for Professional Development (SCPD) is a dynamic and fast-paced student services Center of
Excellence in the College of Business Administration (CBA). SCPD offers programs and services that facilitate
CBA students’ growth and development in the areas of self-exploration, professional skill development and
structured mentoring relationships. SCPD’s staff and students seek to embody the core values of SCPD that are
integrity, excellence, continuous learning, commitment, and engagement.

SCPD Programs & Services

BUSINESS EXCELLENCE CERTIFICATE
A curriculum-based undergraduate certificate program that helps a student builds the foundations of business

professionalism. The program aims to develop a student’s professional competencies and personal effectiveness of

CBA students. The BEC curriculum focuses on self-assessment, academic/career exploration, business
foundations, relationship-building opportunities, and community/global awareness. Lastly, all participants develop
a working-professional portfolio. An interactive exit interview will assess the students’ readiness into more
advanced SCPD programs. This program also provides skill and professional workshops open to all business
students.

PROFESSIONAL MENTORING

Corporate Mentoring Program

This yearlong mentoring program pairs junior and senior business students with corporate professionals. The
mentoring relationship provides support and coaching that focus on personal and professional development.
Corporate mentors help inspire and guide mentees as they plan their careers, understand the corporate expectations,
learn how to manage effectively, lead with vision, and develop their professional skills. SCPD Corporate Mentors
include professionals from The Boeing Company, UPS, Aerospace Inc, Target, Deloitte and Touche, and Clear

Channel.

The Community Scholars Program

In this program, CSULB business students help motivate and guide a group of Jordan High School sophomore students to
succeed in high school and pursue college. The CSULB Community Scholar mentors use their respective experiences and
reflection to promote academic success, effective time management, campus involvement, and goal setting. Additionally, the
Community Scholar mentors bring Jordan High School students to CSULB to highlight the different components of college

life.
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SCPD GA - General Job Description

SCPD is looking for two-three (2-3) Graduate Assistants (GA) currently enrolled in a CSU Long Beach
graduate program with experience in program coordinating, people management, and web/IT development.
GA’s have an opportunity to develop professional skills, work with students, engage university faculty, staff
and community, and connect to corporate professionals. This experience provides an opportunity to learn
transferable skills that are important to launching your career.

The Ideal Student Center for Professional Development Graduate Assistant is . . .

Collaborative Responsible Strong Communicator Willingness to Learn
Proactive Selt-Motivated Student-Centered Hard-Working
Organized Enthusiastic Intellectual Dedicated

* Note: Graduate Assistant placement is dependent upon strengths of the candidate and program needs.

GA Coordinators will be expected to learn and do all of following skills and tasks:
e Recruit, train, and supervise students in one-on-one and group settings
e Coordinate programmatic needs of assigned program/service
e Develop and advise programmatic needs (i.e., budget, workshops, transportation)
¢ Create and facilitate leadership training and professional development workshops
e Maintain working relationships with corporate & community partners as advised by Director
e Manage student database(s) and student participation
e Participate in all full-staff SCPD events and activities

SELECTION TIMELINE

e Application Deadline August 2, 2010

¢ Interviews Begin Wednesday, August 4 -6, 2010

e Start Date & Training Monday, August 16 - 20, 2010
SALARY

e A monthly salary** of $1,098 — 1,257 for 20 hours per week
e Positions are yearlong over two 5-month contract periods (Fall and Spring Semesters)
** Qalary subject to change depending on California State Budget

MORE INFORMATION
Please visit www.csulb.edu/colleges/cba/scpd.

Contact Trixie Ramoso, SCPD Assistant Director
scpd@csulb.edu or (562) 985-2265.
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GRADUATE ASSISTANT COORDINATOR
APPLICATION
Student Center for Professional Development

APPLICATION REQUIREMENTS
Please check the box once application requirement is completed.

This Application Resume
Cover Letter A Recommendation Form and/or Letter

(Print legibly or type)

Name Student ID. No.
First Middle Initial Last

Email

Phone

SECTION I: STUDENT INFORMATION

I am a graduate student pursuing a degree in

Anticipated Year of Graduation

Current Cumulative GPA

Please return this application, cover letter, resume & recommendation form to:
SCPD Graduate Assistant Application
College of Business Administration, CSU Long Beach
1250 Bellflower Boulevard, MS-8501
Long Beach, CA 90840-8501
TEL (562) 985 ~ 2265 - FAX (562) 985 — 4840
scpd@csulb.edu
www.csulb.edu/colleges/cba/scpd
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STUDEN 1 CENTER

PROFESSIONAL DEVELOPMENT

Graduate Assistant Recommendation Form

Name of Applicant

Recommender’s Name Title
Office/Department Phone
Email

How do you know the applicant? Specifically, in what capacity did you work with her/him?

How long have known the applicant?

The Student Center for Professional D evelopment ( SCPD) G raduate Assistant Coordinator position requires a serious
time ¢ ommitment a nd a de dication to t he university, the college, and the center. S CPD represents California S tate
University, Long Beach (CSULB) to all members of the campus community: students, staff and faculty members, as well
as corporate and community partners. The Graduate Assistant will coordinate and implement various special events held
for SCPD and the College of Business Administration (CBA). Please complete the recommendation form and return to
the address indicated. For your convenience, please feel free to send this document(s) to our fax number (562) 985 — 4840
or email to sepdiesulb.edu (scanned forms welcomed).

Optional: In addition to this form, you may add a recommendation letter as well.

Excellent Good ] ‘ ] ' Learns Unable to

Category
Readily Evaluate

Ability to communicate articulately
Time management

Presentation skills

Enthusiasm and aptitude

Ability to lead others

Ability to work as a team member
Punctuality

Reliability

Initiative

Willingness to learn

00006000 00
00008068 ®

COOOCO00C3

COOCOC0C0
COOCOC0C

Signature/Title Date

Please return this recommendation form (and the optional recommendation letter) to:
SCPD Graduate Assistant Application
College of Business Administration, CSU Long Beach
1250 Bellflower Boulevard, MS-8501, Long Beach, CA 90840-8501
FAX (562) 985 —~ 4840 - TEL (562) 985 — 2265
scpd@csulb.edu - www.csulb.edw/colleges/cba/scpd
Questions/Concerns? Please contact Trixie Ramoso, SCPD Assistant Director
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CALIFORNIA STATE UNIVERSITY, LONG BEACH

STHTEMENT OF PROFESSIONAL PREPARATION AND DXPERIERCE

5

GRADUATE ASSISTANT COORDINATOR (GA)
College of Business Administration - Student Ctr for Professional Dev. (SCPD)

LAST NAME FIRST NAME MIDDLE NAME
ADDRESS STREET APARTMENT NUMBER
airy STATE Zip CODE

SOCIAL SECURITY NUMBER HOME{WORK PHONE NUMBER E-MaiL

ARE YOU CURRENTLY AUTHORIZED TO WORK N THE U.5.7 YES NO

[_jYES . EjuNO

Do YOU HAVE RELATIVES WORKING FOR THE UNJVERS‘ITY?

NAME RELATIONSHIP DEPARTMENT

WERE YOU EVER DISCHARGED FROM ANY EMPLOYMENT?

HAVE YOU EVER BEEN COVICTED OF ANY FELONY OFFENSE? .
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EDUCATION — HIGHEST DEGREF MUST BE LISTED

EMPLOYMENT RECORD  EXPERIENCE IN TEACHING & OTHER EMPLOYMENT. - LIST CURRENT POSITION FIRST,

PusLICATIONS, HONORS & AWARDS

OTHER RELEVANT EXPERIENCE [INCLUDE VOLUNTEER WORK]

ATTENTION!  PLEASE READ CAREFULLY BEFORE SIGNING. » '
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