
2010/2011
Amanda J Cunningham Leadership Center
Leadership Consultant Application 

APPLICATION DEADLINE:  		Monday, February 15, 2010 (5:00PM)

WEEKLY TIME COMMITMENT:		6-8 Hours Per/Week

About the Amanda J Cunningham Leadership Center:
The Amanda J Cunningham Leadership Center serves individual students and organizations through a variety of workshops, trainings, and coaching opportunities. We are a multi functional, student-led leadership center, which serves as the heart of leadership activity for Ohio University and its students, faculty, staff, and constituents. We are leading the way in campus wide collaboration and developing new educational opportunities, which serve to benefit the Ohio University community and the greater public good. 

The Amanda J Cunningham Leadership Center is a small select group of students comprised of four Leadership Consultants, one Student Manager, and one Graduate Assistant. Each member of our team is responsible for overseeing their specific job roles and functions as well as collaborating and working with the other consultants and manager to achieve common goals. By becoming a member of the Amanda J Cunningham Leadership Center’s Staff you will be provided with quality work experience that will enhance your future career goals, leadership development, and overall undergraduate experience at Ohio University. Listed below are some of the expectations of Leadership Consultants:


Leadership Center Manager and Leadership Consultant Job Descriptions:
See the attached pages for the descriptions for each of the positions.

	Preferred Qualifications:

	· Flexible hours that work around class schedules

· Strong communication and team building skills

· Self motivated with a strong work ethic and dedication

· Complex problem solving skills

· Strong time management and organizational capabilities

· Professional appearance and demeanor
 
· Quarterly and overall GPA of 2.5 or higher










 










Amanda J Cunningham Leadership Center
Leadership Consultant Application  

Deadline: Monday February 15, 2010 (5:00PM)

	
	Last Name:  ________________ First Name: __________________M: ____
	
	Local Address:                                                                                                                             
______________________________________________________________                                                                     	
	Permanent Address:
______________________________________________________________                                                              
	
Phone:  ______________________	PID #:  ______________	
	
OU Email:  _________________________      	

Position(s) being applied for:   ____   Student Manager                  
                                                                       Leadership Consultant:	
                                                            ____  	* Event Coordinator   
                                                            ____	* LEAP Coordinator  
                                                            ____ 	* Marketing Coordinator  
                                                            ____ 	* Special Projects Coordinator  
Educational Background				

	School/Major: _______________________________________ GPA: _______

Year in school:  1st___ 2nd____  3rd____   4th____ 5th____

Transfer Student: (Y/N)

International Student: (Y/N) 

Expected Date of Graduation: _____________


 Predicted Campus Involvements for 2011:

_____________________________________________________________________________

_____________________________________________________________________________

How did you hear about the Amanda J Cunningham Leadership Center? 


RESUME:  Please include a resume with your application

ESSAY STATEMENT:  Please write a one page essay on your definition of leadership and how you exemplify leadership at Ohio University



I hereby grant the Amanda J. Cunningham Leadership Center permission to contact the individual who completes my recommendation form.

  								     					__
      Signature						      Date


































Amanda J Cunningham Leadership Center
Recommendation Form

 Due: Monday February 15th, 2010 (5:00PM)

Candidate's Name:__________________________________________________________

The Amanda J Cunningham Leadership Center is a student run center that serves to promote and develop leadership initiatives at Ohio University. The center is comprised of a select group of four Leadership Consultant, one Student Manager, one graduate assistant, and functions under the direction of the Campus Involvement Center. We are currently seeking highly motivated and driven students with immense leadership potential to move the Amanda J Cunningham Leadership Center forward in the 2011 academic year. 

Please rate the Leadership Consultant/Student Manager candidate on the following criteria.
			
				    Needs Improvement              Outstanding	
Professionalism				1	2	3	4	5                 Unknown

Communication Skills			1	2	3	4	5	         Unknown

Ability to work as part of a team 	1	2	3	4	5                 Unknown

Work Ethic					1	2	3	4	5	         Unknown
	
Self Motivated				1	2	3	4	5	         Unknown

Leadership Skills				1	2	3	4	5	         Unknown

For the following, please feel free to use the back of the form or another sheet if necessary. 
Briefly, please describe the candidate's strengths:





Briefly, please describe the candidate's area(s) for growth:







Overall would you:

_____ Not recommend this candidate for this position

_____ Recommend with reservations

_____ Recommend

_____ Highly Recommend


Comments:														

															

															



___________________________________________	
Signature of Recommender				Date

Name: 								

Title: 							

Organization:						

Phone #: 									  

E-Mail:							

May we contact you about the candidate?  Yes ___   No___









In order for the application to be complete, this form must be submitted with the rest of application in a signed and sealed envelope by the date listed on the application. 

Campus Involvement Center
Position: Student Manager for the Amanda Cunningham Leadership Center
Pay rate: $8.50 per hour
Hours per week: 10-12 hours (Daytime, Evenings, and possible weekends)
Contact person: Emily Centrone <emilycentrone@gmail.com>; Student Manger   Amanda J. Cunningham Leadership Center 
Manager Expectations, Duties and Responsibilities
The role of a Manager is all encompassing. The Manager acts as a decision-maker, a facilitator, and an educator. The Manager is essential to the management of the Amanda J. Cunningham Leadership Center. The Manager should take honor and pride in their work.  The Manager’s performance on and off the job reflects not only on them self, but also the Leadership Center, as well as the Division of Student Affairs as a whole.  Realizing your importance and upholding positive work ethic and attitude will influence those you work with to strive for the same.  

Expectations:
· Maintain a strong level of communication with the Assistant Director, Graduate Assistant and Leadership Consultants   
· Maintain a minimum of 2.5 quarterly and cumulative G.P.A.
· Set an example for all staff members 
· Keep staff educated on all policies, procedures, presentations and the day to day operations of the center
· Assist employees and approach tasks with them as opposed to “telling them”
· Support staff in fulfilling their responsibilities.  
· Treat employees fairly and with consistency
· Document all actions regarding employee behavior and actions taken
· Counsel employees that are not fulfilling their duties or adhering to policy
· Always counsel employees in private in constructive manner
· Awareness of the actions of the Leadership Center
· Be proactive and take initiative in preventing problems
· Must be available to participate in staff orientation and training
· Conduct self in a professional manner at all times
Duties & Responsibilities:
· Account for all staff that should be present for shifts, meetings, presentations an other events
· Hold Staff accountable for noncompliance of policies and procedures
· Complete opening and closing procedures when applicable. 
· Assist Assistant Director with the supervision of daily operations of the Leadership Center including hiring, training, and scheduling of Leadership Center Consultants
· Relay Center information through sources such as staff email, staff log book, and meetings  
· Read the staff shift log book
· Monitor, order, and re-stock the Center’s supplies
· Communicate messages to all staff members
· Enforce and follow all Leadership Center and staff policies and procedures
· Ensure the policy compliance of all staff 
· Ensure the cleanliness and safety of the Leadership Center
· Check the Leadership Library and Resource Center (LLRC)
· Ensure that room setups are done properly and in a timely manner
· Handle employee payroll and hours



Duties & Responsibilities Cont.:
· Be fair and courteous to all employees  
· Administer in-service training
· Present a minimum of 4 leadership presentations per quarter
· Be able to assist students with leadership related questions and ideas
· Be an agent of leadership for Ohio University
· Promote Leadership Programs and Activities
· Evaluate staff honestly and fairly during the quarter as well as in end-of-quarter evaluations
· Adhere to and enforce all Leadership Center policies
· Maintain work schedule and fulfill other work duties as assigned




























Campus Involvement Center
Position: Leadership Consultant: Event Coordinator for the Amanda J. Cunningham Leadership Center
Pay rate: $7.50 per hour
Hours per week: 6-10 hours (Daytime, Evenings, and possible weekends)
Contact person: Contact person: Emily Centrone <emilycentrone@gmail.com>;         Student Manger of the Amanda J. Cunningham Leadership Center
Leadership Consultant Expectations, Duties and Responsibilities
The role of the Leadership Consultant is to function as a consultant for leadership at Ohio University. All Leadership Consultants share the role of working to promote leadership at Ohio University and have unique roles in serving the Amanda J. Cunningham Leadership Center. 
Expectations:
· Maintain a strong level of communication with the Manager and Graduate Assistant
· Maintain a minimum of 2.5 quarterly and cumulative G.P.A.
· Be educated on all policies, procedures, presentations and day to day functions of the Leadership Center
· Support staff in fulfilling their duties and responsibilities 
· Awareness of the actions of the Leadership Center
· Be proactive and take initiative in solving problems
· Must be available to participate in staff orientation and training
· Conduct self in a professional manner at all times
· Be an agent of leadership for Ohio University
· Dress professionally for any planned professional development events or programs

Duties and Responsibilities:
· Promote Leadership Programs and Activities
· Be knowledgeable of the Leadership Center’s resources, programs and events
· Be able to assist students with leadership related questions and ideas
· Present a minimum of 4 leadership presentations per quarter
· Attend all meetings and trainings 
· Comply with all employee policies and procedures
· Complete opening and closing procedures when applicable 
· Assist with weekly room and event set ups
· Adhere to and enforce all Leadership Center policies
· Provide quality customer service through interactions with students
· Providing assistance to faculty and students with research for leadership programs
· Maintain work schedule and fulfill other work duties as assigned








Event Coordinator Duties & Responsibilities
The role of the Event Coordinator for the Amanda J. Cunningham Leadership Center is to coordinate the usage of the Leadership Center for both internal and external leadership related events and organizations. 

Duties and Responsibilities:
· Manage the room reservation requests made from the website and in person
· Place all room reservations on EMS
· Enforce the room reservations policies and procedures
· Ensure that all event set ups are assigned to staff
· Maintain inventory of room reservations
· Ensure the Leadership Center is being set up according to individual organizations’ requests  
· Confirm that every organization has signed and is complying with, the room reservation policy of the Amanda J. Cunningham Leadership Center
· Coordinate materials for meetings and training sessions and other activities of the Leadership Center
· Take minutes at every meeting and send them to the Student Manager and staff
· Maintain furniture inventory and track damages
· Other duties as assigned


LEAP Coordinator
The LEAP Coordinator is charged with the recruitment, management, and implementation of LEAP for each quarter. They are also charged with consulting other campus organizations that would like to create a LEAP course and working with them in implementing those courses.

Duties & Responsibilities:

1. Work with the marketing & communication coordinator in coordinating a LEAP marketing strategy
1. Develop and implement a recruitment plan to recruit first year students
1. Provide one-on-one email contact with interested individuals
1. Schedule all speakers, panelists, and events for LEAP classes
1. Manage the attendance of LEAP participants
1. Consult other campus organizations on LEAP classes for their organizations
1. Attendance at LEAP classes is required unless otherwise discussed with the Assistant Director of Leadership and Community Service
1. Other duties as assigned

















Marketing and Communications Coordinator

The Marketing and Communications Coordinator is charged with the development and marketing all of the Amanda J. Cunningham Leadership Center’s promotional materials for programs and events hosted by the Leadership Center. They are also the main liaison between the Leadership Center and other campus organizations for distributing information.

Duties and Responsibilities:

· Create comprehensive marketing schemes for all Leadership Center programs and events
· Implement & design the above marketing projects
· Work with Leadership Consultants to develop marketing strategies for their programs and lead staff in campus advertising
· Maintain the contact list of campus organizations 
· Be proficient with graphic design programs and technology
· Other duties as assigned 



Special Projects Coordinator
The Special Projects Coordinator is responsible for the planning and implementation of new and existing leadership programs that fall outside the duties of what a Leadership Consultant would normally be responsible for. 

Duties & Responsibilities:

· Create and manage the Leader of the Month application process
· Recruit faculty and students for the Leader of the Month review committee
· Prepare student award materials for Leader of the Month
· Coordinate the end of the year Leadership of the Month Reception
· Work with the marketing coordinator to develop and implement a marketing strategy for both Leader of the Month and the Leadership Mentors Program
· Develop and Implement the Leadership Mentors Program
· Facilitate training sessions for prospective mentors
· Recruit mentees, mentors and match them within the program
· Organize programs and activities for the mentors/mentees
· Check in with mentors every 5 weeks
· Work with staff and take the lead on developing new programs and innovative initiatives 
· Other duties as assigned
