Office of Intercultural Affairs (ICA)
Concordia College
2009-2010 ICA Leadership Team Application

Contact Information
Name___________________________________________________ID#__________________
Address_______________________________________________________________________ Email_________________________________
Best Phone Number to Contact You_________________________________________________
Class Year_____________  Expected Graduation Date:_________________GPA_____________ Major_________________________________
Do you have a valid driver’s license?_______

Summer Contact Information (if known)
Full Address___________________________________________________________________
Phone (home)___________________________________(cell)___________________________
Preferred E-mail_________________________________

The following positions are available within ICA. Please mark the position(s) you would like to be considered for employment. For a detailed position description, please go to page 2.

____Student Manager					
____Marketing Executive
____Event Coordinator			
____Communications Liaison
____First Year Experience Coordinator			
____Friendship Family/Cobber Connection Coordinator

All applicants must complete the following essay questions: 

1. Explain why you are interested in student employment in the Office of Intercultural Affairs. What do you hope to learn from this experience? What do you hope to contribute?

2. Please describe how you would see your role as a staff member in this environment. What
responsibilities and opportunities do you see?


Submit your résumé and application to Babette Cuadrado, ICA Director by:
March 2, 2009



IMPORTANT DATES TO REMEMBER!
*There will be a Spring Orientation for selected ICA leadership team on March 26, 2009



In order to be an effective addition to the ICA Leadership Team, applicants should possess the following eligibility requirements and expectations:

Eligibility
· Be in good academic standing with the College
· Be active in the Concordia community
· Give a substantial time commitment
Expectations
· Strong oral and written communication skills
· Ability to work both autonomously and in a team environment
· Willingness to accept new challenges
· Project management skills
· Attendance at all Leadership Team trainings and meetings
· Assist in programming initiatives
· Responsible and self-motivated
· Ability to maintain ongoing communication with Student Manager and ICA Leadership Team Supervisor through regular contact, e-mail, and phone calls, etc.
· Responsibility to act as an ambassador for ICA both on and off campus
· If holding a valid driver’s license, become van certified through Concordia’s carpool

All of the positions within ICA offer excellent opportunities to develop leadership skills, time management skills, decision-making skills, event coordination, and Concordia van driver certification.

Position Descriptions (all average 4-5 hours a week)

1. Student Manager
The purpose of the Student Manager is to serve as the student point of contact for the ICA Student Leadership Team. The Student Manager ensures that all goals and needs of the staff are being met. In addition, the Student Manager will work closely with ICA professional staff in overseeing the ICA Student Leadership Team. The Student Manager is someone that has worked for ICA at least for a year. The responsibilities include but are not limited to:
· Responsible for overseeing day to day functions of ICA Student Leadership Team
· Assist ICA professional staff in the training, orientation, and coordination of activities for ICA Student Leadership Team
· Organize and coordinate weekly ICA meetings
· Mentor ICA student staff
· Delegate responsibilities to Leadership team and assist when necessary
· Maintain regular communication with team
· Work closely with Jennifer on leadership team payroll
· Keep King Center inventory up-to-date
· Ensure effective and efficient work of all ICA Leadership Team
· Inform ICA professional staff of any performance problems in a timely manner
· Assist with Symposium
· Co-facilitator for Diversity Roundtable
· Be responsible for projects from start to finish while working closely with the Event Coordinator

2. Marketing Executive
The purpose of the Marketing Executive is to promote the image of the Office of Intercultural Affairs to the rest of the Concordia Community. This person will represent ICA by bringing a creative eye to market events sponsored by ICA. The Marketing Executive will serve as a resource to student organizations and their respective events. The responsibilities of the Marketing Executive include but are not limited to:
· Coordinate the ICA Newsletter, Djembe, with the communications liaison, and market it to campus as well as prospective students
· Connect with the many communication resources (i.e. The Concordia, Concordia Connect, C-News, Castnet, Facebook, Sun Microsystems)  as needed to publicize events
· Participate in LeadNow
· Maintain ICA bulletin boards up-to-date
· Assist with ICA related programming and events
· Assist with Symposium
· Be responsible for projects from start to finish while working closely with the Event Coordinator

3. Events Coordinator
The Events Coordinator is responsible for the coordination of program which promotes diversity in the Concordia community. The Coordinator will work along with other student group or organizations that share goals common to ICA. In addition, the Events Coordinator should take interest in providing opportunities for the campus community and make suggestions for possible programs. The responsibilities of the Events Coordinator include but are not limited to:
· Co-convener for Diversity Roundtable, perform necessary duties
· Work closely with  other ICA Leadership Team members and take leadership in organizing events
· Work with Admissions on MEP/Admission possible visits
· Work with other departments on campus, as well as student organizations
· Work with other ICA Team members on calendar of events
· Coordinate events for King Fridays, including facilitating monthly discussion
· Participate in LeadNow
· Assist with Symposium
· Be responsible for projects from start to finish while working closely with other staff members

4. Communications Liaison
The purpose of the Communications Liaison is to be the hub that connects people to ICA, as well as being the communicative support for other ICA Leadership Team members. The Communications Liaison will show their visibility by being committed to ICA and SGA activities, as well as bring the receiver for what events students’ organizations are holding. The responsibilities of the Communication Liaison include but are not limited to:
· Set up contacts for ICA events
· Update ICA list-serve, Facebook forum, and act as email ambassador
· Coordinate ICA Newsletter, Djembe, with Marketing Executive
· Serve as an active part of the following meetings (approx. 2 meetings a week):
· Elections and Credentials Council (weekly)
· SGA (monthly)
· ICA Leadership Meetings (weekly)
· Attend bi-weekly meeting with SGA Student Advocate (position to be determined by new SGA leadership)
· Participate in LeadNow
· Assist with ICA related Programming and events
· Be responsible for projects from start to finish while working closely with the Event Coordinator

5. First Year Experience Coordinator 
The purpose of this position is to give incoming international students and domestic students of color a link to people in campus, and the surrounding areas. In addition, the First Year Coordinator will serve as a student resource. The responsibilities of the First Year Experience Coordinator include but are not limited to:
· Organize  Fall and Spring international student orientation
· Coordinate linen and welcome bag deliveries
· Work in collaboration with Residence Life Professional Staff and Concordia’s Orientation Staff
· Coordinate airport pickups and follow ups with students
· Assist ICA Director in planning ICA welcome, as part of Concordia’s orientation
· Coordinate tax workshop for international students
· Plan activities and events during school breaks
· Work with other ICA Leadership Members on event planning and shared duties
· Coordinate mentor program for new students
· Work closely with ICA professional staff to make sure adjustment is smooth for new students
· Work with Student Involvement Council (SIC)
· Assist with other ICA related programming and events
· Participate in LeadNow
· Assist with Symposium
· Be responsible for projects from start to finish while working closely with the Event Coordinator

6. Friendship Family/Cobber Connection Coordinator
The purpose of the Friendship Family/Cobber Connection Coordinator is to coordinate two programs that match international students with a Cobber family or with another Cobber. The goal is to promote intercultural communications and support diversity efforts at Concordia. The responsibilities of this Coordinator include but are not limited to:
· Plan events including kick-off, Family Weekend activities and end-of-year celebration
-	Develop calendar of events for participants
-	Maintain regular contact with participants and address any concerns that may arise
-	Recruitment and retention of families and students
-	Serve as a liaison with Alumni Relations (i.e. “Adopt-A-Cobber” during Family Weekend)
-	Work closely with Don Buegel in recruiting new students to the program
-	Update brochures, applications, database, calendar-of-events etc. 
-	Participate in LeadNow
· Assist with Symposium
· Plan, organize, and coordinate a monthly activity for Cobber Connections
· Be responsible for projects from start to finish while working closely with the Event Coordinator



