JMU M.A. in Political Science, EUPS Concentration

Student Assistantship Positions, 2011-2012
There are two assistantship positions available for EUPS students: (a) website, newsletter, and administrative (WNA) assistant, and (b) student life assistant. The WNA assistant will help the academic coordinator with administrative tasks and will work with the director on the EUPS program’s biannual alumni newsletter. The student life assistant will help the academic coordinator with organizing social and academic events and addressing issues related to academic life inside and outside Palazzo Capponi.

Students will be expected to commit five hours of work per week during each academic term (fall, spring, summer) to this position. Tasks include but are not limited to:

A. WNA assistant

· Assisting with the creation of a dynamic website

· Assisting with collecting material among the students to be put on the website

· Assisting with the conceptualization and production of the EUPS alumni newsletter

· Writing original material to be posted regularly on the website

· Coordinating with student life assistant and academic coordinator to post information on social life, Florence events, academic events

· Undertaking administrative tasks such as archival, office and secretarial tasks

· Assisting and coordinating with resident manager in case of wi-fi or other internet related malfunctioning

· Assisting and coordinating with wi-fi and internet security provider firm

· Assisting with internship providers search 
· Assisting with career service development

· Undertaking other duties as assigned by the director or academic coordinator

B. Student life assistant

· Assisting with the creation of a social program for EUPS students

· Providing the website with information about social life, Florence events, palazzo events. 

· Erasmus program activities liaison

· University of Florence liaison

· Assisting with the preparation of academic events, such as conferences, round tables, etc. involving the preparation of conference equipment, interacting with the speaker, letting guests into the palazzo, cleaning up and closing after the events

· Assisting with academic travel excursions (for example, arranging ticket purchase, helping with coordinating trip schedules)

· Assisting with internship providers search 
· Assisting with career service development

· Undertaking other duties as assigned by the academic coordinator

Compensation for this work will be $500.00 per academic term ($1500.00 total for the academic year).  If you would like to be considered for one of these positions, please complete the application on the following page and submit it to both John Scherpereel, Program Director (scherpja@jmu.edu) and Caterina Paolucci, Academic Coordinator (paoluccx@jmu.edu) by May 16, 2011. Interviews for these positions will take place once you have arrived in Florence, during the fall orientation process. 
Palazzo Capponi

WNA Assistant Application

Name: ______________________________________________________________

E-mail address:_______________________________________________________

Cell phone:___________________________________________________________

Please describe why you are interested in this position:

Please describe past work experiences that relate to the type of work required for this role:

This position may require the assistant to be available in the palazzo some evenings and weekends. How do you see this affecting your plans for personal time and travel?

This position occasionally will require the assistant to represent the program and work with individuals and organizations beyond the program. Describe any past experiences you have that make you well-prepared to engage in this sort of work. 

Palazzo Capponi

Student Life Assistant Application

Name: ______________________________________________________________

E-mail address:_______________________________________________________

Cell phone:___________________________________________________________

Please describe why you are interested in this position:

Please describe past work experiences that relate to the type of work required for this role:

This position will require the assistant to be available in the palazzo some evenings and weekends. How do you see this affecting your plans for personal time and travel?

This position occasionally will require the assistant to represent the program and work with individuals and organizations beyond the program. Describe any past experiences you have that make you well-prepared to engage in this sort of work. 

