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McKENDREE UNIVERSITY
NEW STUDENT ORIENTATION

GROUP LEADER/PEER MENTOR

INFORMATION PACKET AND APPLICATION
New Student Orientation is designed to welcome and acquaint all entering students and their families to McKendree University.  The goals of orientation are:

· to introduce entering undergraduate students to the opportunities and responsibilities of academic life at the University;

· to integrate entering students into life at the University by connecting them to other students, faculty and administrators 
· to introduce new students to the obligations and ethical standards of living in the community
· to help students maintain their personal health and wellness

· to introduce them to educational programs and opportunities – academic, social and religious
· to familiarize the families of new students with the University experience
· to introduce new students to McKendree University's traditions, standards, and policies
The Office of Campus Activities will select a group of mature and dedicated undergraduate leaders to assist with implementing the New Student Orientation program for the fall.  Orientation Leaders serve as resources for new students and parents, who are making the transition from their previous environment to the diverse academic, intellectual and social culture of the University.  Orientation Leaders are expected to possess a specific body of knowledge about the University acquired through training and experience, and they sincerely must be interested and skillful in sharing this information with orientation participants.  Selection to the 22-member team of Orientation Leaders is a unique honor and a rewarding opportunity for personal and professional growth. 

Orientation Group Leader Requirements and Characteristics:
	· Full-time McKendree University student

· Good academic standing with a minimum cumulative grade point Average of 2.3
· Exhibited leadership potential and experience

· Enthusiasm for McKendree University and the New Student Orientation program
· Be in good judicial standing
· Possess the desire to work in a team environment
	· Open minded towards cultures, ethnicities, lifestyles and backgrounds

· Possess strong communication and interpersonal skills.

· Good sense of humor

· Excellent organizational skills

· Commitment to assisting new students and their families

· Ability to serve as a role model

· Strong motivator


Orientation Group Leader Responsibilities include, but are not limited to the following:

· Mandatory spring semester training session – Tentatively scheduled for Friday, March 19 (4pm-6pm).

· Mandatory July staff retreat (July 16 and 17, 2010) and pre-NSO training and Orientation (Tentative August 15-22)

· Welcome new students and parents of diverse ages and backgrounds

· Support the University’s purpose and goals for orientation. Activities are planned to: 

· Acquaint new students with each other, upperclassmen, faculty, and staff

· Introduce new students to educational programs and opportunities – academic, social and religious

· Introduce new students to McKendree University's traditions, standards, and policies

· Introduce new students to the obligations and ethical standards of living in the community

· Motivate new students for success at the University

· Ease the transition to college life, giving attention to the special needs of any group or category of students

· Serve as an informative and professional representative of the staff and of McKendree University at all times

· Leaders are expected to actively engage with students and provide overall support to make each program a success in accordance with our goals and mission.

· Facilitate group presentation and discussions on subjects such as academics, and campus issues

· Assist with supervision of scheduled Orientation events

· Serve as a New Student Mentor within the University 101 setting

· Assist with recruitment and the staff selection process.

Orientation Group Leader Benefits

· $100 stipend for August Orientation sessions – New staff members
· $125 stipend for returning Orientation Leaders
· Leadership experience and job skills (communication, public speaking, and teamwork) which look great on a resume. 

· Meals provided, starting with Orientation training, and ending with the conclusion of Orientation.

· (1) Orientation Staff t-shirt, (1) Orientation Staff polo shirt 
· Improved skills, along with the satisfaction of representing McKendree University

  

University 101 Peer Mentor Overview

Peer mentors work with and are responsible to the University 101 faculty in the implementation of the University 101 class sessions for new undergraduate students.  They are responsible for assisting with the facilitation of class sessions for a group of approximately 20 students – most of who were within the mentor’s New Student Orientation group.  Class sessions may include informal presentations and answering questions about life at McKendree.  The University 101 Peer Mentor acts as a resource for new students and helps to create opportunities for them to make connections with each other, faculty and the McKendree community.

University 101 Peer Mentor Benefits:

· Receive a $100 stipend in addition to the experience of a lifetime!

· Gain valuable knowledge as you help other students succeed at McKendree

· Expand your relationships and network of students, faculty and staff

· Greatly enhance your leadership, communication and organizational skills

University 101 Peer Mentor responsibilities include, but are not limited to the following:

· Must be available for University 101 class sessions in fall 2010 semester.

· Assist the University 101 facilitator with session presentation for a minimum of 9 hours for the fall 2010 semester.

· Serve as a positive role model

· Pay attention to the needs of your students

· Be familiar with campus resources and services

· Interact with various levels of the McKendree community

· Attend regularly scheduled University 101 Peer Mentor meetings

· Conduct yourself in an ethical and professional manner 

· Maintain confidentiality

· Follow all risk management procedures and seek approval for any off-campus activities



Overall Staff Selection Process:

· After a review of the applications, selected candidates will be chosen to continue through the selection process.  The remaining process includes:
· General Information/Q&A sessions (attend one):  Wednesday, January 13, 2010  at 11am, 2pm, and 4pm, at The Lair
· Applications Due:  Wednesday, February 3, 2010 by Noon.
· Individual interviews –February 10,11, 12
· Mandatory Group interview/activity – Sunday, February 21, 2010; Time TBA
· Selection Announcement:  Friday, February 26, 2010
· Acceptance Deadline:  Thursday, March 4, 2010 by 5pm
· Final selections will be made based upon the written application materials, individual interview, and group interview.
Mandatory Spring Training Dates:

· Friday, March 19, 2010 (4pm-6pm)

· Introductory training meeting will cover:  team building exercises; philosophy of orientation; expectations; stipend and tax forms; summer contact information; introductions for web page

Time commitment: 

· Attend mandatory spring semester training session – Tentatively scheduled for Friday, March 19 (4pm-6pm).

· You will need to be available for a staff retreat on Friday, July 16 and  Saturday, July 17, 2010
· Orientation Group Leaders/Peer Mentors may not have other time commitments during assigned August orientation training or program sessions, but may be excused during free time depending on the program needs, and Director’s permission. 

· Orientation Group Leaders/Peer Mentors are required to assist with required duties of the University 101 class.

· Assistance will be required for recruitment and training of new staff during the academic year.

 
Discipline and/or Termination
The Office of Campus Activities may dock pay, place a staff member on probation, or terminate employment under the following circumstances:

· Failure of a staff member to carry out responsibilities and/or terms and conditions of his/her employment.

· On-campus or off-campus conduct deemed inappropriate for a campus staff member, which includes violations of Residence Life or the Campus Judicial Policies and Regulations Document, and/or other McKendree University policies.

Application Deadline
· Please complete and return the attached application and supporting materials to Craig Robertson, no later than February 3, 2010 by noon.

· Application and resume can be forwarded by email (preferred) to Craig Robertson at:  croberts@mckendree.edu (reference forms can be hand delivered), or if you choose to use a printed, hard copy application, all parts may be delivered to the Campus Activities Office, located in the Lair.
2010 ORIENTATION GROUP LEADER/PEER MENTOR APPLICATION
Personal Data (Please Print)
 
Name (last, first, middle):  ___________________________________________ Student ID# (not social security):_____________

 

Current Address:  __________________________________________________________ Contact Number:  _________________
  

       Residence Hall + Room # or Street address
City:__________________________________________ State_______ Zip Code):  _______________
Email address:  ________________________________________________  T-Shirt Size (ie. XL) ___________
Academic Information
Yr. in School  (ie. FR): __________      Grad. Date (ie. May09) ________________    Cumulative GPA:  _____________
 

Major:  ______________________________________________________  Minor:  ______________________________________


Résumé/List of Activities  (This information can be emailed with application)
On a separate piece of paper, please provide the following information:

· Previous education – i.e. high school, prior college, etc (including dates)

· Activities – on and off campus (include honoraries, clubs and organizational involvements, including leadership experience, service activities, etc – include dates and responsibilities).

· Present and former places of employment (include dates and responsibilities)

**TIP:  Need help with your résumé?  Stop by the Office of Career Services, located on first floor Clark Hall for assistance.


References:  Recommendation forms are due by February 3, 2010.
Please list two references from who you will request to complete your forms. It is encouraged that one of your references be University related (faculty, staff, administrator, RD, etc).  Ask your references to submit the enclosed recommendation form TO YOU in a sealed envelope for submission with your application packet.  Peer references or references from undergraduate/graduate students are not acceptable.  It is suggested that you follow up with your reference to make sure the application deadline is met.  
 
Name: _______________________________________     Capacity: _________________________________________
Phone:  ______________________________________
Name: _______________________________________     Capacity: _________________________________________
Phone:  ______________________________________


Please answer the following questions typed, on a separate piece of paper.  Limit your responses to no more than 200 words.
1. Why are you interested in being an Orientation Group Leader/Peer Mentor?

2. Where did you hear about the opportunity? Do you know any past Orientation Group Leaders?  If yes, please list:  

3. What excites you about attending McKendree University?

4. Discuss 3 of your qualities or skills which will contribute to your ability to work as an Orientation Group Leader/Peer Mentor.
5. Describe an experience at McKendree University that has shaped or influenced your life in a significant way.
6. What are 5 pieces of advice you would give to a new student?
7. If you could give any advice to the parents of an incoming student, what would it be, and why?
8. Describe yourself in one word.
( If accepted for the position of Orientation Group Leader/Peer Mentor, I will commit myself to all requirements necessary of me before, during, and after Orientation 2010. I have read through and understand the enclosed material.

_________________________________________________       ________________________

Signature 





    Date

Please complete and return the attached application and supporting materials to Craig Robertson, no later than February 3, 2010 by noon.

Application and resume can be forwarded by email to Craig Robertson at:  croberts@mckendree.edu (reference forms will still need to be hand delivered), or if you choose to use a printed application, all parts may be delivered to the Campus Activities Office, located in the Lair.

McKENDREE UNIVERSITY
ORIENTATION GROUP LEADER/PEER MENTOR 2010
ACADEMIC RECORDS RELEASE
Please complete and sign the following statement.

I acknowledge that the information contained in this application is factual and is a realistic assessment of my abilities.  I will notify the Office of Campus Activities if any of the information I have provided changes.  Because I recognize that being an Orientation Leader carries with it both privileges and responsibilities, I hereby give permission to the Office of Campus Activities to obtain information about my academic and disciplinary status.  This information will be used for the sole purpose of determining my eligibility for the Orientation Leader position.
Signed,

________________________________

________________________________

Signature





Date 

________________________________

________________________________

Print Name





SS#
All parts of this application must be returned to the Office of Campus Activities (Deneen Center lower level – The Lair) by noon on Friday, February 3, 2010.  

Incomplete applications will not be considered.
Applicants selected for interviews will be notified by phone, starting on Friday, February 5, 2010.

ORIENTATION GROUP LEADER RECOMMENDATION FORM — 2010
___________________________ has applied for a job as a McKendree University Orientation Leader/Peer Mentor for 2010-2011 academic year. As a staff member, s/he would be working in the fall program and would have the following kinds of responsibilities: leading small group discussions with parents and new students, participating in panel discussions with parents and student students, organizing and presenting programs, answering questions of all kinds about McKendree University on an informal one-to-one basis, working with a faculty or staff facilitator in a classroom setting, and conducting tours of the campus.

Staff members have considerable personal freedom to determine and complete their individual and group tasks. Given this freedom, we are looking for applicants who are able to structure their own time, who are challenged by hard work, and who are able to define their own tasks and complete them with minimal supervision, and who can work successfully in a team environment. Your recommendations in these areas will be very important to us.

As you may know, this position involves a great amount of responsibility and commitment. Please take this into consideration as you make your recommendation. We would appreciate your candid appraisal of this applicant’s potential in the areas listed below. We realize that you may not be able to make meaningful ratings on all of the characteristics, so please feel free to indicate that you have no basis for judgment if indeed you do not. We will need your recommendation returned in a sealed envelope to the student, who must submit the reference with their completed application no later than noon on February 3, 2010 in order to begin the process of staff selection.  If you need more detailed information about the position, please call (618) 537-6856. Thank you for your assistance.

Rate each characteristic by using the following scale:


4 
3 
2 
1 
0

Always true 
Usually true 
Sometimes true 
Never true 
Not Applicable

	Personality/Personal-Social Adjustment:
___ Makes a favorable first impression

___ Manages stress well

___ Maintains even disposition and mood

___ Able to relate well to those different from him/herself

___ Positive feelings about McKendree University

___ Degree of tact in difficult situations

Initiative/Working Independently:
___ Able to identify needs and act on them

___ Self-motivated

___ Cannot work independently

___ Knows when to ask for help

Communication Skills:
___ Articulate and clear in verbal expression

___ Displays confidence in communication abilities

___ Attentive listener

___ Sensitive to the needs of others

___ Comfortable in front of groups

Time Management/Organization:
___ Knows when to say “no” and does so

___ Procrastinates

___ Plans ahead

___ Sets realistic goals and objectives

___ Capable of managing several projects at one time

___ Consistently on-time

Team Work/Cooperativeness:
___ Works well with others and is adaptable

___ Is inspiring to others, stands out as a strong force in group efforts

___ Can be disruptive and/or competitive in groups; creates conflict

___ Is receptive to constructive criticism
	Administrative Skills:
___ Works effectively with minimal supervision

___ Is well organized

___ Works well under pressure

___ Pays close attention to detail

In general, how would you recommend this person for a position which requires constant interaction with new students and parents in counseling, and information giving situations?
___ Recommend eagerly ___ Recommend with reluctance  ___ Recommend ___ Would not recommend

Please check one to indicate how well you know the applicant:
___ Know very well through personal contacts outside of classroom or office

___ Know very well through classroom or office contacts

___ Am a relative or close friend

___ Know fairly well through personal contacts outside of classroom or office

___ Know fairly well through classroom or office contacts

___ Have general acquaintance, but do not know well enough to rate

How long have you known the applicant? ___________________________

Relationship to student requesting reference: _________________________

Please attach a separate piece of paper if necessary for any additional comments.
Signature of person providing reference 

_____________________________________________

Please print name and phone number

_______________________________________________________________

Please return your recommendation in a sealed envelope to the student, who must submit the reference with their completed application no later than noon on February 3, 2010.


ORIENTATION GROUP LEADER RECOMMENDATION FORM — 2010
___________________________ has applied for a job as a McKendree University Orientation Leader/Peer Mentor for 2010-2011 academic year. As a staff member, s/he would be working in the fall program and would have the following kinds of responsibilities: leading small group discussions with parents and new students, participating in panel discussions with parents and student students, organizing and presenting programs, answering questions of all kinds about McKendree University on an informal one-to-one basis, working with a faculty or staff facilitator in a classroom setting, and conducting tours of the campus.

Staff members have considerable personal freedom to determine and complete their individual and group tasks. Given this freedom, we are looking for applicants who are able to structure their own time, who are challenged by hard work, and who are able to define their own tasks and complete them with minimal supervision, and who can work successfully in a team environment. Your recommendations in these areas will be very important to us.

As you may know, this position involves a great amount of responsibility and commitment. Please take this into consideration as you make your recommendation. We would appreciate your candid appraisal of this applicant’s potential in the areas listed below. We realize that you may not be able to make meaningful ratings on all of the characteristics, so please feel free to indicate that you have no basis for judgment if indeed you do not. We will need your recommendation returned in a sealed envelope to the student, who must submit the reference with their completed application no later than noon on February 13, 2009 in order to begin the process of staff selection.  If you need more detailed information about the position, please call (618) 537-6856. Thank you for your assistance.

Rate each characteristic by using the following scale:


4 
3 
2 
1 
0

Always true 
Usually true 
Sometimes true 
Never true 
Not Applicable

	Personality/Personal-Social Adjustment:
___ Makes a favorable first impression

___ Manages stress well

___ Maintains even disposition and mood

___ Able to relate well to those different from him/herself

___ Positive feelings about McKendree University

___ Degree of tact in difficult situations

Initiative/Working Independently:
___ Able to identify needs and act on them

___ Self-motivated

___ Cannot work independently

___ Knows when to ask for help

Communication Skills:
___ Articulate and clear in verbal expression

___ Displays confidence in communication abilities

___ Attentive listener

___ Sensitive to the needs of others

___ Comfortable in front of groups

Time Management/Organization:
___ Knows when to say “no” and does so

___ Procrastinates

___ Plans ahead

___ Sets realistic goals and objectives

___ Capable of managing several projects at one time

___ Consistently on-time

Team Work/Cooperativeness:
___ Works well with others and is adaptable

___ Is inspiring to others, stands out as a strong force in group efforts

___ Can be disruptive and/or competitive in groups; creates conflict

___ Is receptive to constructive criticism
	Administrative Skills:
___ Works effectively with minimal supervision

___ Is well organized

___ Works well under pressure

___ Pays close attention to detail

In general, how would you recommend this person for a position which requires constant interaction with new students and parents in counseling, and information giving situations?
___ Recommend eagerly ___ Recommend with reluctance  ___ Recommend ___ Would not recommend

Please check one to indicate how well you know the applicant:
___ Know very well through personal contacts outside of classroom or office

___ Know very well through classroom or office contacts

___ Am a relative or close friend

___ Know fairly well through personal contacts outside of classroom or office

___ Know fairly well through classroom or office contacts

___ Have general acquaintance, but do not know well enough to rate

How long have you known the applicant? ___________________________

Relationship to student requesting reference: _________________________

Please attach a separate piece of paper if necessary for any additional comments.
Signature of person providing reference 

_____________________________________________

Please print name and phone number

_______________________________________________________________

Please return your recommendation in a sealed envelope to the student, who must submit the reference with their completed application no later than noon on February 3, 2010.


INTERVIEW AVAILABILITY

Name:________________________________ McKendree University Email: _________________________

Using what you consider to be a typical week, please indicate times when you WOULD be available for an interview or group activity by blocking out the appropriate time squares. Make sure that you take classes, your work schedules, co-curricular activities, clubs, meetings, etc into consideration. Be sure to return this form with your completed application. 

	
	Wednesday, 2/10
	Thursday, 2/11
	Friday, 2/12

	8:00 am
	
	
	

	8:30 am
	
	
	

	9:00 am
	
	
	

	9:30 am
	
	
	

	10:00 am
	
	
	

	10:30 am
	
	
	

	11:00 am
	
	
	

	11:30 am
	
	
	

	1:30 pm
	
	
	

	2:00 pm
	
	
	

	2:30 pm
	
	
	

	3:00 pm
	
	
	

	3:30 pm
	
	
	

	8:00 pm
	
	
	

	8:30 pm
	
	
	

	9:00 pm
	
	
	

	9:30 pm
	
	
	


	Application Checklist 
____ Application deadline: February 3 at noon. 

____ Résumé/List of Activities 

____ Completed reference pages

____ Essay questions on separate sheets of paper (no more than 200 words each) 

____ Interview availability chart 

Please complete and return the attached application and supporting materials to Craig Robertson, no later than February 3, 2009 by noon.

Application and resume can be forwarded by email to Craig Robertson at:  croberts@mckendree.edu (reference forms will still need to be hand delivered), or if you choose to use a printed application, all parts may be delivered to the Campus Activities Office, located in the Lair.


