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2012 Orientation Coordinator
Information Packet

What is New Student Orientation?
New Student Orientation is a program designed to help our newest Cavaliers become familiar with our campus while gearing up for academic success.  This 3 day program includes both academic and social components intended to help students transition to life at Cabrini and assist them in meeting other new and upper-class Cabrini students, as well as faculty and staff.

What does an Orientation Coordinator do?
As an Orientation Coordinator, you will assist the professional staff in planning the Orientation program in the summer months leading up to Orientation.  Additional responsibilities include:  
· Planning and implementing all aspects of the Orientation program for first-year and transfer students.
· Assisting professional staff members with planning the OL training program.
· Working in the Center for Student Engagement and Leadership (SEaL) from June-August (on-campus housing is available and included for those wishing to live on campus over the summer; meals are not included until OL training begins).
· Serving as a peer mentor, resource person, and role model to all OLs.
· Establishing a Facebook group and keeping in communication with all OLs over the summer months.
· Contacting agents, managing the Orientation budget and working with other campus offices (Academic Affairs, Facilities, Dining Services, etc.) to plan the program.  
· Serving as a communication link between the professional staff, OLs, new students and their families.  

What are the minimum qualifications to apply?
To apply for the OC position, you must:
· Be a full-time undergraduate student at Cabrini and have completed a minimum of 24 credit hours at Cabrini by May 2012.
· Must have served as an Orientation Leader (OL) for at least one Orientation program.
· Must be available to work on campus from June-August.
· Possess a 2.3 overall grade point average at the time of application and maintain a 2.3 cumulative average.
· Must have strong organizational skills and be able to demonstrate those skills daily while planning Orientation; must be able to work well with others, including those who have a different leadership style than you.  
· Have a positive attitude and feel comfortable contacting campus offices and off-campus agents for planning the Orientation program.
· Have excellent knowledge of Cabrini’s resources, traditions, core values, history and student life opportunities.
· Be committed to working long hours during training and the Orientation program.
· Be in good disciplinary and behavioral standing with the college.
· Represent the Orientation program both publicly and privately at all times (this includes appropriate information included on Facebook, Twitter and other social networking sites).

What else should applicants know about this position?
· An Orientation Coordinator must make a commitment to the program and helping OLs, new students and their families.
· The work hours are long and can be exhausting, but very rewarding.
· Since Cabrini College is a new place for new students and their families, you may be asked the same questions over and over, so patience is important.
· There is little private time or privacy during New Student Orientation.
· You must maintain high standards of ethical behavior and professionalism during the summer, the Orientation program and all training activities.

What will I gain from being an Orientation Coordinator?
· Professional experience in planning a large scale, campus-wide program.
· Personal satisfaction from helping new students and their guests, as well as Orientation Leaders.
· The opportunity to make new friends with fellow students and OLs.
· The opportunity to work with a diverse group of fun and exciting people.
· Enhanced networking skills and resources.
· The chance to develop your personal strengths and abilities, communication and organizational skills.

What else is included in the OL position?
· This is a paid position ($3500 stipend) 
· Housing is provided for the summer months in an on-campus Residence Hall.
· All meals will be included for the duration of training and the Orientation program (but not over the summer months leading up to the program).
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2012 Orientation Coordinator Application
Please Type or Print the Application Legibly

GENERAL INFORMATION
Please contact the Center for Student Engagement & Leadership should any of your general information change during the application process.

Name: __________________________________________     ID#: ____________________________________

Campus/Local Address: ______________________________________________________________________

Local Phone: (_____) ___________________________ Cell Phone: (_____) ____________________________

Home/Permanent Address: ___________________________________________________________________

Home/Permanent Phone: (_____) _____________________  Email: __________________________________

T-Shirt Size: __________________________  Facebook Name:_______________________________________

ACADEMIC INFORMATION

Next Year I will be a (Please circle one):  	  Junior 	    Senior	Cum GPA: _____________________

Major/Minor: ______________________________________________________________________________

If you are a transfer student, what institution did you attend prior to coming to Cabrini? __________________

I understand that, if selected, I will be required to sign an agreement outlining the requirements of me as a member of the 2012 Orientation Team.  I also understand that I will be required to attend all training sessions in preparation for the Orientation Program.

Signature: ___________________________________________   Date: ________________________________

PLEASE RESPOND TO THE FOLLOWING QUESTIONS
Please type a response to each of the applicable questions below on a separate page(s) and attach to your application.  Be sure your name appears on all additional pages.

Please respond to the following question:
1. Please explain why you want to be the 2012 Orientation Coordinator.  What characteristics do you possess that make you a unique candidate for the OC position?
2. The OC position requires the ability to work with others who may have a different work style than you.  How do you work with others who have a different leadership/work style than you?  How do you handle conflicts when working with others?
3. As an OC, what would you do to make this year’s program unique from past years?  How will keep the OL’s excited and motivated throughout OL training and Orientation?    
4. Describe an experience at Cabrini that has shaped or influenced you in a significant way.  

RESUME (must be included with application)
It is important for students to have a resume that highlights important aspects of their college career.  Please include a resume that highlights your involvement (can include both on and off-campus involvement), work history and other important information relevant to the OC position.  

REFERENCES
Please submit the names and relationship of two people who will serve as references for you.  References may include Cabrini faculty, professional staff, and/or previous employers only (no fellow students or family members are permitted to serve as references for applicants).  Staff members involved in the Orientation Selection process cannot be used as a reference unless they have served as an immediate supervisor/advisor for you in a leadership position.  (Letters are not required – please provide only the contact information for your references).  

Reference 1:
Name: __________________________________________________   Title:  ______________________________________________
Company/Organization:  ___________________________________________  Office Phone: ________________________________
Address:  ____________________________________________________________________________________________________  
Email:  __________________________________________  Relationship to Applicant:  _____________________________________

Reference 2: 
Name: __________________________________________________   Title:  ______________________________________________
Company/Organization:  ___________________________________________  Office Phone: ________________________________
Address:  ____________________________________________________________________________________________________  
Email:  __________________________________________  Relationship to Applicant:  _____________________________________

INTERVIEWS
All candidates will need to sign up for an interview when submitting the application to the Center for Student Engagement & Leadership.  All candidates must interview for the position in order to be considered.  Appropriate dress and a professional attitude will be considered integral components of the interview process.    

Please remember to submit your completed application by 5PM on Friday, February 3rd in the Center for Student Engagement & Leadership.
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