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Admissions

Adrmessions is focused on the recruitment of prospective undergraduate Michigan Tech
students. These studenis may be incoming firsl-year students or college ransfers.
Admissions also runs vibrant campus visd and lelecounseling programs, which focus on
ensuring families get necessary information,

Student Telecounselor

Call prospective students and help raise their interests in Michigan Tech, This is a great
opponiunily o excitedly convey your anthusiasm for Michigan Tech, Students aflen talk

aboul some of their favonle experiences, activities, and cullure, You will have the opportunity
1o open the eyes of shedents from around 1he country,

Campus Tour Guide

Meet and greel prospective Michigan Tech students and families who are visiting camgpus
Rl ot the red carpet for them, and show them Michigan Tech's wodd class laciilies, This
5 @ great opportunity bo excitedly convey your enthusiasm for Michigan Tech. You'll be able
o show them your favorile lab and your broomball courts, hawe some food with them, and
pecause you'll comance them Michigan Tech is the place o be, you wall change iheir lives,

Application Process for Admissions

Fill out a paper agplicaticn (available in the admissions office). Upon review of the
applicaliong, séveral candidales will be selected for a phone intennew.  Sludents will be
Silechied based on availability and performance during the inerview | application process.
Applications are considered on a rolling basis, we have no deadline Tor applying. However,
wa do mast of the hinng loward the end of each semester so we have a Tull staff for the
following semester.

Contact Information

Allson Carler alisoni@miv.edu

Erin Jarvi amjarvii@miuedu

G2% Adminisiration Building {admissions office)
B06-487-2335

COMPASS

COMPASE {Center for Oriendation, Menoring, Parenis, and Acadens: Stedent Success) is
dedicated 1o making a positive impact in the lves of Michigan Tech's students so that they
develop atiledes, values, and skills which anhance their academic and personal success.

A commitled staff offers studenis and their families programs, services, and opporunities
that challenge and support their ransiion to Unsversity life. COMPASS coordinates Michigan
Tech's oriemlation programs for firs-year students, transfer sludents. and parent and family
members; Family Weekend; the UN1010 first-year seminar course, menionng programs, and
mare. The COMPASS siaff providas student outreach related o academic concems and
works collaboratively with academsc advisors, campus depariments, and learming centers to
promoie academic SUCCass.

Orientation Team Leader (OTL)

Orientation Team Leaders play an integral rale in intioducing new sludents to Michigan
Tech by serving as memors and shaning their expanences as successful students. OTLs
are responsible for providing leadership, building commaumnity, and promoting new siuden
learmang during Origntation Wisek and throughout the first semester. OTLs lead a group

of approdmately 20 new students, facilitatling small group discussions, leading imMeractive
activibes, answering questions, altending campus evenls, and serving as ambassadaors for
the univarsity.

Orientation Executive Staff (OES)

The Orientation Executive Stall works logether with the COMPASS siaff to plan and
irmplernent all components of Michigan Tech's week-long orientation program. Throughaoul
lhe year, QOES creates publications, mainains databases, coordinates events, hires the
Origmtation Team Leaders (OTLs), and much more. OES leads the OTL training program and
supenises the Onentation Team Leaders throughout onentation week, All members of OES
misst hawve served as an Orientation Team Leader in the past 1o be considered.

Commuter Mentor

The Commuder Menbors are responsible for providing leadership, information, and resources
1o Michigan Tech's commiuter sludens whilé foslanng a leaming environment. The
Commuler Mentors creale, edil, and publish a monthly newsletier for commuter students,
plan campus-wide events for commuters, and promole campus involvement, Theése mentors
sarve office hours each week at COMPASS, where they are available 1o answer questions
and communicate with students aboul academic and personal concems.,

COMPASS Intern

The COMPASS intern is responsible for providing keadership, deweloping programs,
coordinaling events, and promoting student learning. The intern coordinates Family
Vieekend, asgists wilh office management as needed, and provides general support to
COMPASS programs and initiatives. The intern also has the opportunity to work on special
projects such as studen! relention data, assessmeant mitialives, publication development, and
more, The COMPASS mern works aboul 10 hours per week during the semester, and 20-40
hours per week during the summer.



COMPASS

UN1010 Teaching Assistant

The UN1010 Teaching Assistant (TA) is responsible for providing leadership, information, and
resouces 1o all students enrolled in UN1010 Creating Your Success course while fostering

a leaming environment. TAs assist with delivering class material, les3on planning, grading,
and creafing interactive activibes. TAs commil four bours per week 1o class atlendance,
weekly meetings with the seclion instrucior, communication to enrolled students, and lesson
planning for the course.

Application Process for COMPASS

Orientation Team Leaders and Commuter Beniors are hired thiough the Student Lile
Common selechon process, This process beging each fall semisbis o hire for the following
academic year, Candidates musl atlend an information session, complete the application
mateésials, and attend a growp and individual interview [which occur in the beginning of spring
semestar). For application information, please conlact joinstudenlife@miu edu, OES and
intern application processes oocur duning the fall semesier, TAs applicalions are available
each fall and spring semester for pesitions in the following semaster

Contact information
COMPASS

G28 W \WWadsworth Hall

WAL CDMPESS. mlu.edu
CompassEmiu.edu
D06-487-3558

EXSEL

Educalicnal Qpporunily’s ExSEL program implements educatkonal and outréach expeniances
that enrich the intellecteal, social, and professional growth of current and prospective
stedents. The depariment focuses on increasing access and relenfion, promoting diversity,
and building awaraness of social justice issues

ExSEL Peer Mentor

Peer Meniors meet with their mentor match (mentee) every week and provide suppor

to them in a variety of ways. Their primary responsibility is fo provide advce on how o
succassiully navigate the first year al Michigan Tech, This knowledge might be related 1o
successiul shudy strategies, lime management, efective use of campus resources, elc.

Application Process for Peer Mentor

Mentars are matched typically wathin the first thrée weeks of each semesiar, so il is bast

to apply earty, Applicalions are available upon request.  Matches are made based on
campalibility with e maénies (Same o similar magors, similar interests, afc). A 2.5 or higher
GPA is required

ExSEL Tutor
Tulors mel wilh the student(s) thay lubor for 2 or more hours each week, depending on the
sludent’s need. They provide one-on-one assistance and support for a specific subject

Application Process for Tutor

Tulors are hired as needed thaoughoul the semesled, o il is bast to apply eady,  Applicatons
are available upon requesl.  Tubors ane hirgd based on the subject or class that tutoring is
raquéesiad for. A 2.5 or higher GPA is required.

UN1000 Teaching Assistant

Teaching Assisianis ( TA's) work on average six hours per week. They attend the UM 1000
Frameworks for Success class thal masts hwice 3 week for ong hour, The res) ol their lime is
spent assisting the insirucior wilh variouws tasks such as grading, arganizing and pregaring fos
clags, meeting with sludenls, planning in-class projects, ¢l

Application Process for Teaching Assistant
TA's are ondy neaded for fall semesier and are hired in July/Bugusl.  Junior stalus is requined
1o ba a TA. Applications are available upon request.

Contact Information
ExSEL

2nd Floor Alumni Houss

v encsel_miuedu
axsel@miu.edu

S0E-487-3530



Housing Housing &
Facilities Residential Life

Howsing Facilities is a department in Sjudent Life thal provides custodial and maintenance Hewsing & Residential Life is a depariment in Student Lile thal specifically works with
sefvices for the Michigan Tech apartments and residence halls. They strive fo provide studenis living in our residenca halls and apartments on campas. Ve slive to creata a
residents and siaff wilh a clean, sale, combartable, and wall-maintained envronment, community atmoaspghere where residents can develop lasling Friendships, explore new ideas,

| and get involved in the University community. Our facilities are more than just a place to

Management ﬁSEiStﬂl‘“ J sleep and shudy and have friendly staff 1o assist residenis when they need them most
Manages taclilies and maintenance concems afler hours. Issues parking tickeds to those in f ¥
viclation. Repons 1o the Housing faciklies manager of their respective building. Resident Assistant

= Leads a house of residents.

= Wiorks with the house officers.

« Presenis programs.

+ Enforces hall and University policy and role models positive behaviar.
 Completes room imentonies and duty rounds.

= Ag5isls wilh community and roommate agreemeanis.

+ Particapates in activities and supporis campus evenis

* Residents Assistants regon 1o a Commanity Codrdinator.

Application Process for Housing Facilities
Aend an Information Session bo recarve an applcation
w58, miu. edulsiulifedqoin. kiml

+ Thursday, January 15, 2008 7:30 F4 in Fisher 138
= Sunday, January 18, 2009 4:00 s in DHH Ballrogm

Apply on Career Cenfer NACElink website by Viednesday, January 21 at 11:59 pu,

W Caresr. miu, eduNACElink! FI"‘DQ ram Coordinator
* Implemenis the leaming community program in the Computer Science Learning
Sign up for 3 Group Process Session and an individual inferview on NACElink Community, Firsl-Year Experiancea, Forest Resources and Environmental Sclence.

Surmmil House, Visual and Performing Arts Leaming Community, Leadership Learning
Community and Internabional House angas

+ Supenvises meniors

« Coordinates programming efforts.

= PLs report 10 a Community Coordinator.

Contact information
Dale O'Brien, Housing Faciliies Manager, Purchasing
weLhousing. miu.édu
housing@miuedu
S0G-487-1785
Learning Community Mentor
* Aszasts in the impkeméntation of the Learning Communities by planning programs,
atlending ewents and mentoning residents
* Lives in their Learning Community and repans to the Program Cocrdinator

Desk Receptionist (Deskie)
+ Siaffs the receplion desk.
+ Provides good cusbomer senice
* Repodls 1o their building’s Desk Manager.

Community Assistant
* Foslers community in the Danéell Heighls apartments
j + ACls @5 @ resoUNce,
= Paricipates in an on-call rotation.
* Completes adminisirative lasks
+ Programs & works with DHRCG
+ Participates in on-going training and development,
+ Ser/es as a posilive role maodel

\O
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Housing &
Residential Life

Application Process for Housing & Residential Life
Altend an Information Sesslon to receive an application
w53, miu edulsiulifefoin, hmi

= Thursday, January 15, 2008 7:30 ru in Fisher 138
= Sunday, January 18, 2008 4:00 F in DHH Ballroom

Apply on Career Center NACElink webaite by Wednesday, January 21 at 11:58 pu
whv cargermiu eduNALEBNKS

Sign up for a Group Process Session and an individual intensew on NACElink.

Contact Information

Patti Kirk. Assistant Direclor, Housing and Residential Life
Heather Simpson, Assistand Direclor, Housing and Residential Life
Andrea Bowsar, Office Assistant, Housing & Residential Life

Jim Schuliz, Assasiani Director, Apariment Housing and Life

wwr housing, miu, edu
housingg@miu édu
006-487-2682 (Residence Halls)
906-487-1188 (Apariments)

Student 2k ﬁ
Activities

The Student Activities Office provides Michigan Tech studenis with a varety of opponunities
for activilies outside of academics. We work directly with Greek Life, the Outdoor Adveniure
Program, all of our registered siudent organizations, communily sendce, the Student
Acliviies Comedy Series, Leadershape, and many more programs, Ve encourage students
I take the bme o get invobsed while in college and 10 seek us out as a rasource for
irmsohsement

Student Activities Event Coordinator
Plan and asgist with evenls sponsored by Student Activities, including bBut not limited o
« Homeacoming
+ DTS, an evenl planning workshop
» Sludent Insohvement Fair
+ Assizlwilth planning and orgamizing the Student Awards Bangued
+ Creale a Spring Student Organization Officer Transition Workshop
+ SALS (Sludent Activitkes Comedy Senes)

Application Process for Event Coordinator

The apphcation process for this position s a rolling process. W typically try to hira
shedents for an acadenmes year f possible. Wb the homecoming responsibillies it is highly
encouraged thal this person be in Houghlon for the semmer or have the abilty fo come back
fo school 2-3 weeks before school 1o begin planning. A greatl way to gel some experience
and to have a better understanding of this posilion would be to join the Homecoming
Committes to help with planning Homecoming. Positions are bypically filled during the

spring semester for the following academic year, Apphcalions will be made available al the
beginning second semester

Community Service Coordinator
Plan and assist with senice events, sponsored by Student Activities, including
but mat limited 1o:

* Make A Difference Day

- Service Salurdays

= Firg Prevention Day

+ Big Foot Snowshoe Event

« Arbor Day

= Drop N ShopThrow Out

« Semester Service Collections

+ Spring Break Trips

= Colkections for Homecoming Week

Application Process for Service Coordinator

The application process for this posilion is a rolling process. We typically try to hire stedents

for an academic year if possible. This position does require that you retum to campus in bid-
Supqust for training and to begin work. Posiions are typically filled duing ihe spring semesiar
for the foliowing academic year, Applicalions wall be made available al the beginning secand

SEmesier,

11



Student
Activities

Outdoor Adventure Program (OAP) Staff

The QAP Student S1aff are responsible for many different funchons from cusiomer Serice
to imventony management, Ve run a full service rental shop as well as a frips program 1o
introduece: sludents (o the ouldodrs. Student Staff are responsible for checking gear in and
oul. inspecting gear, planning trips, leading trips, and much mare. This position requines
some very specific skills and expenences, as well as iraining, inchuding CPR/FA

Application Process for OAP Staff

The application process for this position is a rolling process. Wi bypecally iry 1o hire sfudenis
for an academic year, or longer, if possible, This pasition does require thal you retumn to
campars in Mid-August for training and 1o begin work, Positions are typically filled during the
apring semester lor the followang academic year, Applications will be made available at the
beginning second semester. We iry fo keep our student staff for as long as posaible and we
pravide training opporiunities to encourage ongoing skill development,

Contact Information
Student Activities. Offica

112 Memaorial Union Building
waww sludentactivities. mbu.edu
actiitiesi@miu.edu
Q06-487-1963

55

Youth Programs is a division of Michigan Tech's Department of Educational Opportunity, Our
primary goal ks 1o host events and programs that excite precollége students about leaming
and highes education. Our busiest lime of year is during the summer, when we offer Summer
Youth Programs {SYF)

Youth Programs

During SYP, more than 1,000 participants come o our campars frem all ower the nation

and world for discovery-based leaming. Ve offer employment to agproximately 100
undergraduate and graduate students duning this time for a vanety of positions. Emgloyment
ranges nom about 4 bo 6 weeks in June and July

Activity Counselor

Activity counselors lead participants in naghtly recreational aclivities such as bowling, movies,
hiking, basketball, swimming, and hanging cul at the residence hall. Other responsibilities
include

« Lrealing a sense of community between program participants and counseling staff;
warking as a team.

» Leading weekly registration and studeni crientation on Sunday afternoons

+ Being energelic and having a positive attilude; participating in activities such as the
wariely show and dance,

= Ensuring the safety of participants at all imes

Residence Counselor

Fesidencd counsslor posilions are live-in and are responsible for all aspecis of residence hall
living Tor paricipants, including leading participants in nightty residence hall meetings and
paricipant safaty. Other responsibiities inchude

= Culiivating interaction during meals and during nightly mestings

* Crealing a sense of communily between program parficipants and counseling slalf;
working as a leam,

* Leading weekly registration and student orientation on Sunday afternoons

* Being energelic and having a positive attilude.

Day Counselor
Day counselors provide assistance duning the day for the miscellaneous needs of siudenis,
staff and instrectors. Responsibidies may incede, bl are not limited 1o

« Designang and displaying signs adwertising nightly activilies

» Driving and supervising during field irips.

* Assisling Residence Hall Coordwalers and Transportation Coordinator wilh tasks as
assigned

+ Working as a team wilh olher counselors, sharing informaticn and dulies

+ Being energelic and having a positive attilude:

13



Youth Programs

Office Assistant

Office assistants provide support and interact with a large number of staff, faculty,
participands, and parenis. Hours include some nights and weekends. Rasponsibililies may
include, but are not limited bo;

+ Providing cuslomer service in the office and aver the phone

+ Enjoying office work (phone answering, filing, data entry)

= Assisting studends with eguipment check-oul, pizza orders, and lost and found
= Ensuring maintenanca of inventory.

= Balancing cash box; handling participant accounis.

Driver /| Chaperone

Drivers F Chaperonas provide van iransporation to panicipanis when needed during the
wikek and chaperong Youlh Programs charer bugses on the weekends (musl have van
cartification through Public Safety). Responsibilfties mclude:

* Baing a role-model fo the parlicipants atlending our program

= Working as part of a team, and being willing bo communicate problems 1o the
transportation coordinator,

= Ensuring tha safaty of the participants.

* Providing a positive represantation of Youth Programs.

Inventory Coordinator
The Imeniory Coordinator orders, organizes and maintains all Youth Programs supplies
Oher responsibillies include:

= Crganization, Iracking. procunemdent, and deliveny of officg and summern inventones,

= Working and communicaling with coordinators, secretaries, office staff, and residence
hall staff

= Communicating wilh inslruclors o provide malerials as necassary and in a Hmely
ITANNER,

= Managing on-hand insenbony and staying on budget,

Transportation Coordinator
The Transportation Coordinator is responsible for organizing wan, charter bus and school bus
transportation during 5YP. Other responsibifilies includs:

= Communicating trip detalls with charer bus companies.

= Scheduling pick-ups and drop-ofs of vans with campus depariments.
= Afranging for sack lunch preparation for SYP field Irps & excursions.
« Maniloding and arranging field ips based on instruclos ilineranes

+ Filireg manthly wehiche fepons o molor pool

+ Coordinating airpon and bus senvice for paricipanis,

Youth Programs

Lifeguard
Lifeguards are on-call during each week of SYP {You must supply a copy of your lifeguard
certiication when applying). Basic responsibilties include:

« Being willing to provede services for non-traditional Ifeguarding dulies, such as
obgending a class collectng water samples, chaperoning a canoeing or boating
Excursion, &bt You may also be asked to pedorm tradiional lifeguarding during a
scheduled swim lima.

+ Hawving flexibility/adapiability {schedubes consiantly change based on siudent demands
and weather),

Application Process for Youth Programs
All nesw apphcants are required o altend ong of cur mlarmation Séssions pror 1o inbensnwng
lew Youlh Programs. Information Sessions will be held on:

+ Monday, January 26 T:00 = 830 sw (MUEB Baliroom B)
+ Thursday, January 28 7:00 = 8:20 Fu (MUB Alumni Lounga)

All pob descriptions are posted on Career Center's MACElink. Interested applicants should
apply online by submitling a resume, Youlh Programs agplication, shar answer responses
and warlten reference, Onoe we receive 3 completed application, you will be asked to sign up
lo bl @ grgwap and mdividual inbensew, which will ba hald in Febreary, Candidates will be
notifesd about employment prar to spring break.

All eimgdoyees musi atlend a paid Youth Programs onlentation in mid-June.  Employrment wall
be lor approximately 4-6 weeks and ends on Asgust 1 (Some posilions mdy vary)

Contact Information
Youltll Programs Alumni Howse
waan youthprograms. mibu.edu
ypjobs miu.edu

SG-4BT-2218



