UMKC Women’s Center Work Study Application

***Applicants must have a work-study award in order to be considered for this position***

For questions about Work Study, contact UMKC Financial Aid & Scholarships: 816.235-1154
Please complete all portions of this application. Incomplete applications will not be considered.
Do you have a Federal Work-Study award?   □ Yes   □ No


If yes, how much is your award? ________________ If no, you are not eligible for this position

Date



Name


Local/Campus Address 




Phone


E-Mail


Major 






Minor (if applicable)


Number of credits you are enrolled in:



Anticipated Graduation Date:



Which job are you applying? (See attached job descriptions) 

□ Office/Events Assistant       □ Public Relations Assistant     


□ Her Art Project Assistant     □ Violence Prevention & Response Assistant
When are you available to begin work? 


PLEASE ATTACH YOUR CLASS SCHEDULE OR INDICATE IT BELOW
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Please also indicate other weekly obligations (include day/time) when you cannot be scheduled to work.

Please answer the following:
1. What do you feel are the main concerns for women in college today?  How do you feel the UMKC Women’s Center can address these concerns?

2. How can you be an asset to the UMKC Women’s Center?
Please CIRCLE your skill level using these computer applications:
1. MS Word

Proficient
Good

Intermediate

Beginner

None


2. MS Excel

Proficient
Good

Intermediate

Beginner

None

3. MS Outlook

Proficient
Good

Intermediate

Beginner

None

4. MS Powerpoint 
Proficient
Good

Intermediate

Beginner

None

5. Adobe Creative Suites (i.e.  Photoshop, Illustrator, InDesign, etc…)
Proficient
Good

Intermediate

Beginner

None
6. Other (please list):
Proficient
Good

Intermediate

Beginner

None


Please provide at least two references (former employer, professor, etc.). Family members will not be accepted.
Reference 1:
Name



Title



Phone and/or Email



Reference 2:

Name



Title



Phone and/or Email



See next page for Application Instructions

Application Instructions:
· Submit your application packet to the UMKC Women’s Center, 105 Haag Hall OR email to umalia@umkc.edu
· Application packet MUST include: 

1. This application

2. The UMKC Student Application

3. Your Resume
4. Your Class Schedule
· Incomplete applications will not be considered


Position Descriptions

Office/Events Student Assistant (Work Study)
· Assist with the development, coordination, and execution of Women's Center events;

· Assist with office duties (answering the phone, greeting visitors, etc.).
Public Relations Student Assistant (Work Study)

· Assist with design and creation of marketing materials for Women’s Center programs including fliers, posters, posters, and event calendars

· Assist with coordinating the distribution of fliers, posters, postcards, brochures, events calendar, and other advertising/marketing material on campus and in the surrounding area.

· Assist with online publicity, including, but not limited to, website editing,  listing Women’s Center events on community calendars, and updating the Women’s Center events calendar

· Assist with updating and monitoring the Women’s Center Social Networking sites including, but not limited to, Facebook, Twitter, Flickr, and YouTube.

· Coordinate Social Networking efforts with marketing of all Women’s Center programs

Program Assistant – Her Art Project (Work Study)

· Assist with the development, coordination, and execution of programs for the Her Art Project including art exhibits, music and dance performances, lectures, panel discussions, etc.

· Assist with publicity and marketing for above programs

· Background in arts and familiarity with Kansas City arts community preferred

Violence Prevention and Response Student Assistant (Work Study)

· Work with the Violence Prevention Coordinator to assist with the development, coordination and execution of all violence prevention programming.

· Assist with publicity and marketing for above programs.

· Assist Victim Services Adjudication Advisor with training and violence prevention education.
All Student Assistants are also responsible for:

· Answering phones, directing calls, and taking messages. Record every incoming call onto the telephone and referral log located next to the phones.

· Answering requests for information about the Center and our services, including referring victims/survivors of sexual assault, domestic/relationship violence, and/or stalking.

· Assisting visitors with our library, including checking out and in books/videos.

· Posting Women's Center flyers.

· Running business errands around campus.

· Typing correspondence, labels, and forms on the computer.

· Assist in keeping the Women's Center in an orderly fashion. This includes, but is not limited to, organizing brochures, dusting, and general cleaning.
· Posting event reminders, relevant articles and current events regarding women’s issues, and status updates to the Women’s Center social networks

· Writing at least one blog per week on a relevant women’s issue
· Attending ALL staff meetings.

· Attending Women's Center programs as needed/available.

· Other tasks as assigned.

For more information contact: The UMKC Women’s Center at 816-235-1638 or umkc-womens-center@umkc.edu

