Job Announcement
Alumni Reunion Student Coordinator
Reunion Weekend

(Dates of employment:  March 1** – June 7, 2010)
**Academic year commitment is minimal.  The bulk of work hours will be during week of and those immediately preceding Reunion.  The week of Reunion is May 31 – June 7)
Rate:

 $10/hour

Meals:
Meals provided when you are scheduled to work during meal time beginning Tuesday, June 1, dinner through Sunday, June 7, brunch.

Housing: 
If hired and on campus housing is needed, contact Ryan Prosser in Residential Life (forms available April 1 – DUE by May 1 – check the Res Life web site).  You may be able to extend your housing contract for a fee per day beginning May 16. 

Application

Deadline:
Monday, February 22, 2010, by noon, Alumni Office, 103 Weyerhaeuser

Contact:
Andi Wulff, Special Events Coordinator, Alumni Office, x6083, wulff@macalester.edu


Send your resume to reunionworker@macalester.edu
Qualifications:
1.
Previous reunion work experience preferred. 
2.
Ability to handle varied and numerous duties effectively and with flexibility.

3.
Strong organizational skills and the ability to manage multiple projects, priorities and meet deadlines under duress.

4. 
Ability to recruit and schedule student workers needed throughout the weekend.

5.
Demonstrated leadership experience.

6.
Ability to communicate tactfully and effectively with alumni of all ages to meet their needs during the weekend. 
7.
Excellent interpersonal skills to work closely with alumni/development and campus staff.

8.
Detail-oriented.

9.
Self motivated.

10.
Demonstrated ability to trouble-shoot in high-pressure situations.

11.
Ability to communicate effectively with student workers.

12.
Supervisory experience preferred.

13.
Familiarity with security and safety policies on campus.

14.
U.S. driver’s license required to drive golf carts.

Duties:
1.
Hire qualified and responsible students workers.
2.
Effectively schedule and supervise approximately 35 students throughout the weekend according to needs of reunion and events coordinators.

3.
Maintain close communications with alumni office.

4. 
Work a minimum of 100 hours throughout spring semester and Reunion Weekend, including late nights and early mornings. The majority of hours are the week of Reunion.
5.
Develop thorough knowledge of weekend activities.

6. 
Assist with training sessions for all reunion workers.

7.
Safely drive golf carts.

8.
Review time cards for accuracy.

9.
Delegate reunion duties effectively.

10.
Deal with employment problems/situations.
11.
May be asked to lift and/or carry up to 50 lbs.
 To Apply:  Cover letter, resume, and three references (letters of reference preferred) must be received via e-mail or delivery to the Alumni Office, Feb. 22, 2010, by noon to be considered.  Please state clearly in your cover letter for which position you are applying, 
i.e. student worker or coordinator. 
