[image: image1.png]8 \WorldTeach




Work-Study Staff Application 2008-2009
Name:____________________________________________________________________

Phone: _________________________________ Email: ____________________________
School: _________________________________ Year: _____________________________

Major/Program: ____________________________________________________________
Are you eligible for the Federal Work-Study Program? ____________________________
(Please contact your university student employment/financial aid office if you are not sure. As we are a non-profit organization, applicants who are not eligible for Federal Work-Study will only be considered in the event that we are unable to fill staff positions with Work-Study applicants.)

1. What in particular appeals to you about working at WorldTeach?

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________
2. Have you lived and/or worked abroad before?  If yes, where, when and in what capacity?

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________
3. Which position are you applying for?  (You may select more than one; consideration will depend on which are still open). Please note: All staff will be expected to assist with daily office administration.  

· Recruiting Assistant (2-3 positions available): 10+ hours per week.  Work as member of Recruiting Team to arrange recruiting events, coordinate alumni to represent WorldTeach at recruiting events, and develop strategy for alumni outreach and involvement.  Primary goal is to increase number of applicants to WorldTeach programs.  Involves corresponding with potential candidates about their decisions, assessing and improving our methods of recruitment, and assisting with production of recruitment materials.  

· Admissions Assistant (2-3 positions available): 10+ hours per week.  Work with Program Managers and Director of Admissions & Recruiting as member of Admissions Committee. Primary goal is to ensure timely completion of application submissions and subsequent review process.  Includes corresponding with prospective applicants, tracking and engaging with prospective volunteers in application pipeline, and evaluating completed applications.  Also involves analyzing admissions statistics and identifying program participation needs.  Strong administrative, writing, and telephone communication skills required.  International experience preferred.  
· Program Assistant (8-9 positions available): 10+ hours per week.  Work with Program Manager on preparing volunteers for departure, including advising and communicating with volunteers by phone or email, providing them with program information via mailings, processing required forms and payments, and coordinating travel & visas. Primary goal is to ensure proper preparation of all volunteers before they depart for their WorldTeach experience. Related responsibilities include: updating program literature, analyzing program evaluations, and contributing to program development. Strong administrative, writing, and phone skills required. International experience highly preferred.  

· Publicity Assistant (1 position available):  10+ hours per week.  Work with Publicity Director on promoting WorldTeach programs in the media, including researching appropriate magazine and newspaper sections, soliciting and editing volunteer stories for publication, updating listings in books and directories, expanding and enhancing resources available to the WorldTeach community.  Primary goal is to increase visibility of WorldTeach programs and understanding of what makes WorldTeach unique.  Particularly strong researching, writing and editing skills required.  
· Finance Assistant (3 positions available): 10+ hours per week. Work with Finance Director on financial record keeping using QuickBooks, including computer entry of transactions, field financial reports, volunteer fee payments, etc.  Positions with Accounts Payable, Accounts Receivable, Restricted Donations.  All assistants will also help with administrative tasks such as volunteer insurance updates, responding to public information requests and assisting with daily office tasks. Knowledge of QuickBooks is highly preferred; must be careful and dependable. 

· I would like to apply for any of the above positions that may be open.

4. Please rate your skill/experience level in each of the following:

          (1 = low, 2 = medium, 3 = high)

Microsoft Windows:

1
2
3

Microsoft Word:


1
2
3

Microsoft Excel:


1
2
3

      Computer/network maintenance:
1
2
3

Internet (browsing, research):
1
2
3

Website maintenance:

1
2
3   which software? _________________

HTML:



1
2
3

FileMaker (database):

1
2
3

Publishing:



1
2
3    which software? _________________

Graphic design:


1
2
3    which software? _________________

General writing skills:

1
2
3    

General editing skills:

1
2
3    

General research skills:

1
2
3    

Accounting:


1
2
3

      QuickBooks:


1
2
3

      Other software?  (list here) _________________________________________________
      Other office skills? _______________________________________________________

      Other marketing skills? ____________________________________________________
5. Approximately how many hours per week will you be able to work, as a regular commitment during the semester/year? ______________________________________________________
6. On which date would you be able to start work?   _____________________________________

7. For how long (one semester, academic year) would you be able to work? ____________________

8. When will you be available to interview in Cambridge? _________________________________
____________________________________________________________________________
9. Do you have any special concerns or possible logistical problems with getting to the WorldTeach office that we should be aware of and/or may be of assistance with? (The office is located in Harvard Square at One Brattle Square, fifth floor, with elevator access).
___________________________________________________________________________

___________________________________________________________________________
Please submit this application form along with a cover letter and resume to Flora Lindsay-Herrera, Program Manager for Admissions & Recruiting.  Applications are considered on a rolling basis.
Please note that our office is physically located on the fifth floor of the One Brattle Square building in Harvard Square.
WorldTeach

c/o Center for International Development

79 John F. Kennedy St., Box 122
Harvard University
Cambridge, MA 02138

Tel. 800-483-2240
Tel. 617-495-5527

Fax. 617-495-1599 

Email: flindsay-herrera@worldteach.org


Website: www.worldteach.org

Thank you for your interest in WorldTeach!
