Office of International Education 
Student Employment Application Form 
Please complete, sign and return this application to the Office of International Education, Holthusen Hall, 4th Floor.  If you have not already done so, you should also provide the information about yourself requested in the Student Employment Services’ JobConnection database. We will review this information and invite a selected group to come for an interview. 
Name:_____________________________________________________   Date: __________________________


(First)


(Last)

MU ID#:__________________________________________  MU E-Mail: ______________________________
Circle your class level:  FR   SO   JR   SR  GRAD        Major:_________________     Cumulative GPA:________
Languages Spoken Other Than English:___________________________________________________________
Work or Other References (Please list name, relationship to you, and contact information):

1._________________________________________________________________________________________
2._________________________________________________________________________________________
PLEASE SUMMARIZE BELOW THE EVIDENCE OF YOUR QUALIFICATIONS IN EACH AREA (you can attach a separate sheet if necessary):

Experience with tracking and managing information (e.g. computer skills, data entry, inventory, correspondence):
Analytical and organizational ability and concern for detail, precision, accuracy:

Dependability, conscientiousness and ability to stay on task when working near others:

International/cross-cultural experience:
Is there any other information you would like to provide us about your qualifications?

How many hours do you want to work at this office each week?  ___________   

Do you receive Federal Work Study:  Y  /   N
Signature:____________________________________________________________________________ 
Summer hours are scheduled one-on-one.  To help schedule work times during the next upcoming semester, please X out the times you are not available (e.g., your class meeting times and other times you are not free). 
Please note the main office is open from 8:00 a.m. to 4:30 p.m.  Then the Program Center remains open in the evening and on the weekends.  Evening and weekend hours are primarily covered by Program Center GSAs but all GSA positions require a willingness to work evening and weekend hours.
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8-9
	
	
	
	
	
	
	

	9-10
	
	
	
	
	
	
	

	10-11
	
	
	
	
	
	
	

	11-12
	
	
	
	
	
	
	

	12-1 pm
	
	
	
	
	
	
	

	1-2 pm
	
	
	
	
	
	
	

	2-3 pm
	
	
	
	
	
	
	

	3-4 pm
	
	
	
	
	
	
	

	4-5 pm
	
	
	
	
	
	
	

	5-6 pm
	
	
	
	
	
	
	

	6-7 pm
	
	
	
	
	
	
	

	7-8 pm
	
	
	
	
	
	
	

	8-9 pm
	
	
	
	
	
	
	


General OIE Global Student Assistant Job Description (see specific job posting for further details): 

OIE Global Student Assistant (GSAs) are a part of a friendly and dedicated team of individuals committed to providing integrated high quality services to incoming international students and to Marquette students who study abroad.  Services include: assisting in international marketing, recruitment and admissions efforts; welcoming and advising visitors to the office; supervising the daily operation and programming of the OIE Program Center.  OIE GSAs also interact with and track - by email, telephone calls, office visits, and blog postings - thousands of international inquiries from over 190 countries and hundreds of current Marquette students interested in studying abroad.  

GSAs gain marketable skills related to entering and processing data in Marquette’s PeopleSoft database including the generation of vital reports from special projects that are crucial to management and recruiting decisions.  General duties also include attendance and contributions at OIE weekly staff meetings, some filing, campus deliveries, preparation of international mailings, and copying.
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