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Position Description: 
Willamette Academy is a college access program committed to educate, inspire and empower students from historically underrepresented communities who have the desire to advance and achieve a higher education. Each year the Academy selects 25-30 students from over 150 seventh-grade students nominated by Salem-Keizer middle schools. Selected students remain in the program from the summer prior to 8th grade until graduation from high school. 

To carry out the mission and accomplish its goals, the Academy’s supports center on three interrelated programs: 

1. Ongoing academic support and tracking, with particular attention paid to college-preparatory skills including those pertaining to writing, reading, math, science, and technology. 

2. Family and school supports that promote the participation of parents, teachers, and counselors in students’ academic lives. 

3. Support and assistance in the college application process and obtaining financial aid. 

In the furtherance of the above-outlined goals, Willamette Academy seeks to hire Willamette University students to fill Academic Mentor and Academic Support Program Assistant positions during the academic year: 

Academic Mentor responsibilities will primarily focus on building positive and supportive mentoring relationships with students. Academic Mentors will conduct bi-weekly meetings with assigned students in which they will track students’ academic progress, social/emotional growth, and monitor required student responsibilities (i.e. monthly planner, monthly participation reports, tutoring needs). Academic Mentors will also serve as a tutor 1-2 hours per week.
Academic Support Program Assistants (ASPAs) work in close partnership with the program staff to coordinate and execute an effective Academic Support Program for Willamette Academy students while also supporting administrative needs in the Willamette Academy main office. Each ASPA staff member will receive training and support to specialize in a particular aspect of the Academic Support Program. 
· Family Program (PUENTES): Responsible for designing and leading sessions with Willamette Academy parents/guardians about high school, college, and the scholarship/college application process during monthly Saturday Session programming.  
· College Track: Responsible for creating and implementing lessons for 12th-grade students in their CollegeTrack course (some evenings and monthly Saturday sessions) while also supporting students through their college and scholarship application process.
· Operations: Organizes, creates, and/or facilitates workshops (professors, student groups, university sponsored events, etc.) for Willamette Academy students. Supervises the implementation of CORE, daily lunches, and supports PUENTES programming as well general operations of WA.
Both positions are expected and required to maintain open and consistent communication with the program staff regarding all aspects of their responsibilities, but especially as they pertain to the progress and development of each student. Both positions will be expected to work approximately 12-14 hours each week. Other duties are outlined below and in training materials. 

Job Expectations: 
Job expectations include but are not limited to the following: Staff are expected to attend weekly staff meetings and training sessions (Tuesdays, 11:30am-12:20pm) designed to prepare them to perform their job responsibilities; All staff members are expected to provide positive leadership that will build students’ confidence, help develop a supportive peer group for students, and motivate students to attend college; Staff members must consistently demonstrate ability and willingness to work productively, independently and as a member of a larger team, under varying degrees of supervision. 

To Apply: 
All application materials are due Monday, February 18th, 2019 at 11:59 pm and should be returned to Julia Di Simone (jdisimon@willamette.edu) or in person to the Willamette Academy building (before 7 pm on Monday, February 18th), located in the second floor of Fine Arts West. 

· Application 

· Application Short Answers 
· Resume
· 1 Letter of Recommendation
We also ask that you keep Tuesday, March 12th from 5:30-7pm open for your possible invitation to a group interview.

Questions: 

In addition to completing the attached application, please answer the following questions, in 1-2 paragraphs each, on a separate page:
1. What positions are you applying for and why are you interested in working with Willamette Academy?
2. Do you have experience working with middle school or high school students? Do you have experience working with youth of color? What life experiences do you expect to draw upon in this position?  Please detail your experience.


3. If you are applying for an Academic Support Program Assistant Position, do you have special skills, areas of interest, or have taken any college classes that would be beneficial to the Academy and this position?
4. If you are applying for an Academic Mentor position, how does mentorship differ from “traditional” leadership? What steps would you take to establish and develop this type of relationship with your mentees?  
*If you are applying for Academic Mentor and ASPA positions please answer questions 3 and 4.
Personal Information:

	Last Name                       First                                    Middle 


	Cell Phone

	Student ID Number

	Home Phone 

	Home Address


	Willamette Email Address

	Language(s) Spoken



School Information:

	Class Year: (For the following academic year) 
	Do you have Work Study Funds?

· Yes
· No
	Academic Major/Minor:

Cumulative GPA:

	· Freshman

· Sophomore

· Junior

· Senior
	· GSM

Year: 

· Law
Year:
	· 
	

	Have you been previously employed by Willamette University? If yes, please list departments.



	What activities are you involved with on campus?


	


Employment History:

	#1: Employer Name


	Reason for Leaving

	Phone


	

	Employment Dates

	Supervisor’s Name

	Job Title and Duties


	

	#2: Employer Name


	Reason for Leaving

	Phone


	

	Employment Dates

	Supervisor’s Name

	Job Title and Duties


	

	#3: Employer Name


	Reason for Leaving

	Phone


	

	Employment Dates

	Supervisor’s Name

	Job Title and Duties


	


References: (please list at least one professor in your academic major, if declared)
	Name


	Title/Relationship
	Phone 

	Name


	Title/Relationship
	Phone

	Name


	Title/Relationship
	Phone


Conduct History:
	Do you have any University conduct code violations? Have you ever been convicted of a crime?   If so, please provide a brief explanation including the date of the incident(s). 




Verification and Background Waiver:  Please read the following and sign below.

I understand the information contained herein will be held confidential and is the property of Willamette Academy @ Willamette University.  I certify that the information contained herein is complete, accurate, and truthful to the best of my knowledge and belief.  I hereby authorize Willamette Academy @ Willamette University to perform a reference check, review Willamette University conduct records and confirm my grade point average during the processing of my application.  I understand that any misrepresentation on my part may be caused for refusal to employ or future dismissal.  My signature below affirms that I have read, understand, and agree to the above terms.

Print Name
Signature







Date

Willamette Academy @ Willamette University is an Equal Opportunity Employer.

Rev. 01/2018
Willamette Academy @ Willamette University is an Equal Opportunity Employer.

Rev. 01/2018
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