RIDER UNIVERSITY
CAREER SERVICES GRADUATE ASSISTANTSHIP 
(job will be posted on: April 9, 2008) 
(job will go offline on: June 13 2008) 
	Company:
	RIDER UNIVERSITY

	Division:
	Career Services

	Job Title:
	GRADUATE ASSISTANT - GRADUATE STUDENTS ONLY

	Job Type:
	Part Time 

	Wage/Salary:
	Tuition Remission for two graduate courses per semester plus stipend

	Days/Hours:
	20 hours per week (Two Year Assignment)

	Location:
	Lawrenceville 

	On/Off Campus:
	On-Campus

	Openings:
	1

	How to Apply:
	Career Services website: www.rider.edu/careerservices

	Start Date:
	Late August 2008

	When to Apply:
	Applications accepted beginning April 1, 2008 – June13, 2008

	
	

	
Qualifications:
	
Must be accepted/enrolled in a graduate program at Rider University

The position requires a two year commitment

	
Job Description:
	
Become familiar with the total operation of the Office of Career Services through in-depth training and hands-on experiences in order to assist students and alumni in the use of the office's comprehensive services and activities. During the academic year, present and/or co-present workshops on resume writing, interviewing, and job search techniques sponsored by the Office of Career Services. Utilize various computer software programs to design, produce, duplicate, and distribute advertisements and promotional fliers for Career Services activities. Meet individually with students to discuss résumé and cover letter writing, interview preparation, and job search techniques. Conduct and video mock interviews, provide feedback to students. Assist the Associate Director with the planning and implementation of two annual Career Days and one annual Education Career Day. Maintain accurate records of all duties performed such as number of individual sessions completed, number of workshops conducted, daily attendance, and so forth. Assist with the maintenance and updating of Career Day binders that will be used as reference guides for future graduate assistants. Assist with new programming relevant to the function and mission of Career Services. Assist with all office duties as assigned, including but not limited to, e-mails, mailings, and phone calls to students and alumni regarding Career Services activities.

This is an Equal Employment Opportunity

	
Contact:
	
RIDER UNIVERSITY 
Career Services 
(609) 896-5000 Ext. 7488

	 
	 

	
	                                                                                                       


RIDER UNIVERSITY
CAREER SERVICES GRADUATE ASSISTANTSHIP (Experiential Learning)

 (Position will be posted on: April 9, 2008) 
(Position will go offline on: June 13, 2008) 
	Company:
	RIDER UNIVERSITY

	Division:
	Career Services

	Job Title:
	GRADUATE ASSISTANT FOR EXPERIENTIAL LEARNING

(GRADUATE STUDENTS ONLY)

	Job Type:
	Part Time 

	Wage/Salary:
	Tuition Remission for two graduate courses per semester plus stipend

	Days/Hours:
	20 hours per week (Two Year Assignment)

	Location:
	Lawrenceville 

	On/Off Campus:
	On-Campus

	Openings:
	1

	How to Apply:
	Contact Career Services at: 609-896-5000 ext. 7488

	Start Date:
	Late August 2008

	When to Apply:
	Applications accepted beginning April, 2008 –June 13, 2008

	
	

	
Qualifications:
	
Must be accepted/enrolled in a graduate program at Rider University

The position requires a two year commitment

	
Job Description:
	
Become familiar with the total operation of the Office of Career Services through hands-on experience in order to be readily available to assist students and alumni.
During the academic year, present and/or co-present workshops such as resume writing, interviewing, and job search techniques sponsored by the Office of Career Services.
Assist Experiential Learning Coordinator with maintaining internship/externship Monstertrak database. Review and edit employers' job descriptions on internship/externship postings for database entry. Assist with internship/externship database entries as needed. Proofread entries. Meet with individuals to assist with internship/externship searches, including resume and cover letter writing, and informational interviewing process. Conduct mock interviews.
Assist in contacting employers to update database information, approximately once per semester. Accompany Experiential Learning Coordinator to employer site visits.
Maintain accurate hard copy files on interns/externs and employers.
Assist with written correspondence, announcements, and development of handbook/brochures for employers and students.   Help with annual internship survey.
Utilize computer programs to produce, duplicate, and distribute advertising fliers for Career Services. Training provided. Generate reports regarding internship/externships as requested.
Maintain accurate records of all duties performed such as number of individual sessions completed, number of workshops conducted, attendance, and so forth. Assist with new programming relevant to the function and mission of Career Services. Assist with mailings and all office duties as assigned. Respond to inquiries regarding internships from students, alumni, and employers.
This is an Equal Employment Opportunity

	
Contact:
	
RIDER UNIVERSITY 
Career Services 
(609) 896-5000 Ext. 7488 




                                        Rider University

CAREER SERVICES GRADUATE ASSISTANTSHIP

APPLICATION

	RETURN TO:
	Rider University

Office of Career Services

2083 Lawrenceville Road

SC-2nd Floor

Lawrenceville, NJ  08648-3099


	NAME:___________________________________
	DATE:____________________________________

SS#:______________________________________


	CURRENT ADDRESS:__________________________________________________________________



	CURRENT PHONE:____________________________________________________________________

	

	PERMANENT ADDRESS:_______________________________________________________________

	

	HOME PHONE: _________________________     CELL PHONE:______________________________

	E-MAIL ADDRESS: ______________________

	

	EDUCATIONAL HISTORY (include all colleges and universities attended):


	SCHOOL
	MAJOR
	DEGREE
	DATES ATTENDED

	
	
	
	

	
	
	
	

	
	
	
	


UNDERGRADUATE GPA: __________________

Were you employed as a residence staff member?  Yes_____ No _____

ARE YOU CURRENTLY ENROLLED IN A RIDER UNIVERSITY PROGRAM? ________

If yes, which program are you enrolled in?  __________________________________________

If no, which program will you be enrolled in? ________________________________________

Date you expect to complete your graduate studies: _____________________________________

PLEASE NOTE THE POSITION(S) FOR WHICH YOU ARE APPLYING:

	_____Residence Director
	_____ Office of Career Services

	
	

	_____Testing and Counseling Center
	


HOW DID YOU HEAR ABOUT OUR GRADUATE ASSISTANTSHIP OPPORTUNITY?

______________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________


EMPLOYMENT RECORD (List most recent position first/a resume may be substituted):

	EMPLOYER
	ADDRESS
	POSITION
	DATE (From/To)

	
	
	
	

	
	
	
	

	
	
	
	


LIST UNDERGRADUATE AND/OR GRADUATE EXTRACURRICULAR ACTIVITIES:

	

	

	


WHAT ARE YOUR HOBBIES AND INTERESTS?

	

	

	


LIST NAMES AND ADDRESSES OF THE TWO PEOPLE WHO WILL BE SUPPLYING LETTERS OF RECOMMENDATION AT YOUR REQUEST:

	NAME
	ADDRESS
	PHONE
	POSITION/TITLE


	1.

	2.


	I hereby _________________to waive my rights to access, as provided by the Family Education 

              Agree/do not agree

	Rights and Privacy  Act of 1974, to references received by Rider University concerning my candidacy for Graduate Assistantships.

	

	_____________________________________                    _______________________________________

SIGNATURE                                                                      DATE

	---------------------------------------------------------------------------------------------------------------------------------

	

	PLEASE ANSWER THE FOLLOWING QUESTIONS ON AN ATTACHED SHEET:

	

	


	1.
	What type of work, extracurricular activities, and/or supervisory experiences have you had that will enable you to carry out the responsibilities of the position?

	
	

	2.
	How does this position fit into your long term goals and priorities?

	
	

	3.
	What are your personal strengths and weaknesses and how will these affect your performance as a graduate assistant?

	
	

	4.
	Briefly describe your involvement in an ethical dilemma. Explain how it was resolved.

	
	

	
	


RIDER UNIVERSITY IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER AND DOES NOT DISCRIMINATE IN ITS EMPLOYMENT PRACTICE 

BASED ON NON JOB-RELATED CRITERIA.

