SGA Computer & Office Manager Application
Applications due in the Student Life Office
at 5:00 pm on February 24, 2004

Name Class FR SO JR SR
College Address Phone Number
Summer Address Phone Number
Major. Minor Cum. GPA

1. Why would you like to be the Computer Consultant for SGA?

2. What qualifications do you feel you would bring to this position?

3. Briefly describe the goals you would have for this position.

4. Briefly describe your relationship with Jesus Christ.

5. List any work experience you have had relevant to this position.
(You may attach a resume to this application. )



Job Description:

The Computer and Office Manager is expected to adminster SGA's Windows 2000 server and
internal network; perform general upkeep and maintenance on the office's other computer systems
and related hardware, and software. The SGA COM also is responsible for the production of the
Phiz in the fall; oversees ID card production; and keeps information on the SGA web page up to
date. Additionally, this person is responsible for upkeep of the SGA Office, including general
cleaning, organizing, ensuring office supplies are in stock, etc. Finally, the SGA COM will serve on
the College's Computer Policy Committee, to communicate student technology needs and assure
compliance with all Sterling College computer policy guidelines.

The Applicant should be well versed in Microsoft Windows 2000 or similar; networking and
security; hardware and software upgrades, troubleshooting, and maintenance; and graphic design
software. The abilities to meet deadlines and handle multiple projects simultaneously are essential.



