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Fraternity and Sorority Life Student Specialist
General Statement of Purpose and duties:
 The Fraternity and Sorority Life Student Specialist is responsible for working with and under the Assistant Director of Student Engagement for Fraternity and Sorority Life and the Fraternity and Sorority Life Graduate Assistant for day to day operations of Fraternity and Sorority Life. 
Reports to: 
The Student Specialist is under the supervision of the Assistant Director of Student Engagement for Fraternity and Sorority Life in the Office of Student Engagement.
Principle Duties and responsibilities: 
1. Responsible for the day to day tracking of community service hours, philanthropic donations, social events,  and educational programs that are submitted by Social Greek Chapters
2. Coordinate Website utilizing WebPress
3. Responsible for collecting the chapter/council officer and advisor information to create contact lists and directories
4. Create the end of semester/year Grade and Programming Report
5. Responsible for communicating with chapters on paper work that needs to be turned in
6. Responsible for managing all forms/information pertaining to Fraternity and Sorority Life such as bid cards, social event registration forms, special events, elections, and Greek Week, etc
7. Meet with students and help them understand policies and resources related to Fraternity and Sorority Life
a. Co-coordinate semesterly social paperwork meeting with the councils
b. Attend and present at the winter retreat
8. Meet with Fraternity and Sorority Life Graduate Assistant and Assistant Director of Student Engagement for Fraternity and Sorority Life on a regular basis
9. Perform other duties and functions for the Office of Student Engagement as assigned
10. Perform tasks on programs such as: Word, Excel, Access, Web Press


Requirements:
The Fraternity and Sorority Life Student Specialist must be enrolled at Missouri State University. The Student Specialist must maintain good academic standing (at least a 2.0 cumulative GPA on a 4.0 scale) good disciplinary standing, and be a full time student enrolled in at least 12 credit hours. Ideally the candidate would be a freshman/ sophomore. The position requires a 10hr/week commitment at minimum and 15hr/ week at maximum. The Student Specialist will not hold an executive board position on any of the governing councils.  
Proficiencies:
This position requires proficient knowledge of Word, Excel, Access, and Web Press as the ideal candidate will be working on a daily basis with all of these computer programs. 
Competencies:
This position requires a person who is able to multi-task, problem solve, take initiative, and be highly organized. This person should be used to working within certain given deadlines to accomplish tasks. In addition, this person should be able to effectively hold their peers accountable. 
Selection deadline:
Applicants will submit a resume and cover letter detailing why they have chosen to apply for the position. The resume should include experiences which highlight why you would be a qualified candidate for the position. 
Applicants should drop them off at the Office of Student Engagement (101 Plaster Student Union) by February 10th, 2012 at 4:00pm. Applicants will be asked to participate in an interview and provide a sample of their experience working with Excel, Access, or Web Press. Please sign up for an interview when you turn in your application.
Selected applicant will officially begin working the in fall 2012 semester but will train throughout the spring 2012 semester with the current Student Specialist. 
[bookmark: _GoBack]February 10th: Applications due by 4:00pm
February 21st – February 28th: Interviews for those selected to participate
Week of March 5th: Selection for the position will be made
Training: Training will take place over the course of the spring semester and will be negotiated with candidate. However, there are certain critical times, specifically the end of semester where some training will take place.
August 13th:  Officially begin  
August 15th: Attend Plaster Student Union Student Worker Training 
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