STERLING COLLEGE
2014–15 Admissions Ambassador
Application Packet

The Sterling College Admissions Student Ambassador program exists to assist the Admissions Office in representing the College to prospective students, their families and the community. The Admissions Staff will select the most qualified students from a variety of majors and interests and will equip those students to represent Sterling College accurately, honestly and positively.
This year students working for the Admissions Office will be selected based on being a telecounselor. Campus tour guides will be chosen from the entire ambassador group.
APPLICATION REQUIREMENTS:
· Applicants must be enrolled and have a status of a full-time student.
· Applicants must have a cumulative GPA of 3.0 or higher.  
· Applicants must possess communication and leadership skills that they will utilize when interacting with prospective students and their families during and after campus visits, in person, on the phone, by mail and through social media.
· Applicants must be able to manage time commitments to ensure success as a student, as a student Admissions representative and in other campus involvements.

· Applicants must be able to participate in all mandatory trainings and campus visit events.
PROCESS STEPS:

1. Carefully read through the Job Description.

2. Complete the attached Application and submit it to the Admissions Office in person or via email to Emily Taylor (etaylor@sterling.edu), by 8:00am on Wednesday, April 16th.
3. Interviews will be on Wednesday & Thursday, April 23rd & 24th from 1:00 to 4:00 pm.
Selection of 2013-2014 Ambassadors will be announced on Monday, April 28.

Job Description
ADMISSIONS AMBASSADOR
Communication takes place with high school juniors and seniors who have exhibited some type of interest in Sterling College or have been referred to Sterling College. The training program prepares students to discuss basic facts about admission, academic programs, student life, and key aspects of the college decision process.

Enthusiasm and a positive attitude are qualities of successful student Ambassadors and are essential for the continued success and growth of Sterling College.

Job Summary: 

· Work with the Admissions Office to recruit students to Sterling. 
· Strong communication skills are required both in person and over the phone and through social media.

· Provide a positive campus visit/preview weekend experience for prospective students and their families.

· Build relationships with prospective students, and share your personal experiences about Sterling.  

· Grow as servant leaders and effective communicators through Ambassador training and experience.  

Primary Responsibilities and details: 

· Use telephone, postcards, email, facebook (and other social media) to communicate and connect with prospective students.

· Work schedule: calling is conducted during the evening hours, Monday through Thursday and Sunday afternoon. The schedule follows the academic calendar (i.e., no work during fall break).

· Telecounseling hours are Monday through Thursday 5 to 9 pm and Sunday afternoon from 2 to 6 pm. The position requires a minimum commitment of four hours of calling per week.
· Paid position - $8.00 per hour, the highest student wage at Sterling!

· Give campus tours and eat meals with prospective students.
· Participate in Admissions’ Campus Visit Events. 

· Host prospective students overnight (if Ambassador hosts 10 over the course of the year, he/she will receive a $500 reduction on the following year’s tuition) as needed and send a postcard following the visit.
· Assist other College offices, on occasion, in working with special guests, giving special tours, speaking and representing Sterling College.

· Attend regularly scheduled Ambassador Meetings (Time TBD)
Expectations:

· Represent SC positively and professionally.

· Wear the appropriate dress attire as specified in the Ambassador Manual.

· Do what you say you will do.

· Be on time.

· Address any concerns with an Admissions Staff member right away.

Average Hours: 4 to 8 hours per week
Admissions Student Ambassador Application
Name ____________________________________________________________________________________________



Last



First



Middle

Sterling ID ______________________   Birth Date: ________/_________/_________
Residence Hall ___________________________________

Cell phone number ___________________
E-mail address ______________________________________________

Permanent address _________________________________________________________________________________


_________________________________________________________________________________

Current academic standing:   FR     SO     JR     SR     Other ___________
GPA ________

Expected graduation date:
____________
Did you transfer to Sterling?
YES      NO


Are you a full-time student?
YES     NO
Do you qualify for work study?    YES      NO

Major ____________________________
Minor/Concentration ________________________

List all Sterling activities/organizations in which you are involved or planned to become involved.

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Campus Tour Guides will be chosen from the Ambassadors. Are you interested in being a Campus Tour Guide? Yes / No  If Yes, tell us why you would be a good tour guide:

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Employment History

Please list your previous and current employers with the most recent listed first. 

1. Employer  ______________________________________________________________________________________

Supervisor/Contact phone  ___________________________________________________________________________

Position held/Title  _________________________________________________________________________________

Dates employed 
From: Month  ____  Year ____  

To: Month ____ Year ____

Responsibilities/Job description  ______________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

2. Employer  _____________________________________________________________________________________

Supervisor/Contact phone  __________________________________________________________________________

Position held/Title  _________________________________________________________________________________

Dates employed 
From: Month  ____  Year ____  

To: Month ____ Year ____

Responsibilities/Job description  ______________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

3. Employer  _____________________________________________________________________________________

Supervisor/Contact phone  __________________________________________________________________________

Position held/Title  _________________________________________________________________________________

Dates employed 
From: Month  ____  Year ____ 

To: Month ____ Year ____

Responsibilities/Job description  ______________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

Why did you choose to attend Sterling College?

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Why would you be the best candidate to represent Sterling to prospective students and their parents on the telephone?

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

References

Please provide a listing of three references and summarize the significance of their relationship to you. At least one reference should be from within the Sterling campus community.

Name/Relationship





Phone number/E-mail address

1.  ___________________________________________________________________________

2.  ___________________________________________________________________________

3.  ___________________________________________________________________________

I attest that the above information is complete and accurate.

____________________________________

_______________________


Signature






Date

