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GIV Day Coordinator/CPS Office Assistant

Application Materials

Application Deadline: April 22, 2022 at 4pm

Employer: Gettysburg College, 300 N Washington Street, Gettysburg, PA 17325

Office/Department: Center for Public Service, Plank Gym, 2nd Floor

General Supervisor/Report To: Center for Public Service Professional Staff

Start Date: June 20, 2022
NON-DISCRIMINATORY POLICY

Gettysburg College, an equal opportunity employer, complies with all applicable federal, state, local laws and regulations regarding nondiscrimination. All qualified applicants will receive consideration for employment and admission. The College prohibits discrimination and harassment, and provides equal opportunity without regard to race, ethnicity, color, religion, national origin, disability, veteran status, marital/familial status, possession of a General Education Development Certificate (GED) as compared to a high school diploma, sexual orientation, gender identity, gender expression, sex, age, or genetic information in all aspects of employment, educational programs, activities, and admissions. Pursuant to Title IX of the Education Amendment of 1972, Gettysburg College prohibits discrimination on the basis of sex (i.e., sexual misconduct and relationship violence, including sexual assault and harassment) in all of its educational programs and activities. 

Gettysburg College is an at-will employer. Your employment with Gettysburg College is a voluntary employment-at-will relationship for no definite period of time. You maintain the right to terminate your employment with or without cause at any time, and for any reason. Gettysburg College retains the same right.


Page 1

· NAME, PRONOUNS and HEADSHOT

· CAMPUS BOX, PHONE NUMBER and EMAIL ADDRESS

· GRADUATION DATE, MAJOR/MINOR and GPA

· LANGUAGES SPOKEN and DEGREE OF PROFICIENCY

· ARE YOU IN GOOD JUDICIAL, ACADEMIC and HONOR CODE STANDING?

                If no, please explain

Page 2.  Provide a cover letter.

Please address in your cover letter why a position at CPS interests you and what skills and training qualify you for the GIV Day Coordinator/Office Assistant position.  

Page 3.  Provide a current, professional resume.

If you have not yet prepared a resume, may we recommend the helpful staff at the Center for Career Engagement.  You can access their website at https://www.gettysburg.edu/offices/center-for-career-engagement/  for information.  You can also access a helpful resume building guide on the Career Center tab of your Handshake Profile.
Page 4.  Provide an answer to the following question.

On one page, describe a social issue that concerns you.  In what ways do you hope your CPS experience will expand your understanding of the issue?



Application Deadline:  

Friday, April 22, 2022 at 4pm 
GIV Day Coordinator/CPS Office Assistant
JOB DESCRIPTION 

DATES OF EMPLOYMENT
June 20 – August 26, 2022 - 20hrs a week
SALARY AND BENEFIT INFORMATION

$8.50 per hour 
Housing is Included.

RESPONSIBILITIES
GIV Day 
· Organize Gettysburg Is Volunteering (GIV) Day, an anchor event of the College’s First Year Orientation on Aug 26, 2022.

· Work closely with CPS Professional Staff to transform the traditional GIV Day experience in order to increase opportunities for first year students to critically analyze social issues, perform service and make connection between the two.

· Work closely with community agencies to organize volunteers, work assignments, transportation and supplies.

· Work with Orientation Committee and various other College departments to arrange for food, transportation, technical support, etc.

· Recruit and orient on-campus volunteers.

· Plan and execute a welcoming program.

CPS Office Assistant
· Perform a variety of clerical and data entry tasks related to co-curricular activities in PeopleSoft.

· Promote CPS programming on the CPS social media platforms.

· Help answer phones, open and distribute mail, greet visitors.
· Update and develop CPS resources for various partners such as Community Partners, Faculty and Student Organization.

· Perform other office duties as necessary.
Application Guidelines








Listed below is the information requested to complete an application.  Place all four pages of information in ONE Word document and email the document to Tammy Hoff � HYPERLINK "mailto:thoff@gettysburg.edu" �thoff@gettysburg.edu�. 





Questions/concerns: stop by our office in Plank Gym or contact us at 717-337-6490 or cps@gettysburg.edu





Check out our website at � HYPERLINK "http://www.gettysburg.edu/cps" �www.gettysburg.edu/cps�.





DUE DATE FOR APPLICATION:  Friday, April 22, 2022 at 4pm.








