
“AS Local Liaison”
Proposed Motion: Approve a two year pilot program for an hourly AS Local Liaison 
position with the expectation that there will be an assessment process at the end of the 
pilot, approve the AS Local Liaison Hourly Job Description, and approve the transfer 
of $3,500 per year for two years from the AS Reserve Fund (FXXRES) to the AS 
Representation and Engagement Admin (FXXREP) for the AS Local Liaison position. 
Sponsor: Kaylee Galloway, Vice President for Governmental Affairs 
Persons of Contact: Kaylee Galloway, Graham Marmion (AS REP Associate Director)

Date: August 14, 2013

Attached Documents:
AS Local Liaison Hourly Job Description

Background & Context:
The AS Local Liaison work study position was passed July 12, 2012 by motion ASB-12-SUM-3 
“Approve the Local Liaison Work Study Job Description.” This position was not filled last year, and as 
a result, student representation at the local level suffered. By changing this position to hourly, more 
students are eligible to apply, which can help the AS in filling the position. The goal is to have someone
hired by fall quarter. The Personnel Committee reviewed the position JD on July 17, 2013. The attached
hourly JD reflects the Personnel Committee recommendations.

Summary of Proposal:
The Local Liaison position plays a vital role in the AS by serving as a liaison between the Associated 
Students and local governmental institutions including the City of Bellingham, Whatcom County 
Government, Campus Community Coalition, the Mayor’s Neighborhood Advisory Commission, and 
other bodies of importance to students on the local level. Local representation is imperative because 
many local issues directly affect students such as transportation, rental safety, and the coal terminal. In 
addition, the elections this year are heavily focused on County and City Council races. The only 
potential issue is that 10 hours a week may not be enough hours for the anticipated volume of work this 
position may have.

There are three parts to this proposal:
1) Approve a two year pilot program for an hourly AS Local Liaison position with the expectation that 

there will be an assessment process at the end of the pilot
2) Approve the new job description for the hourly position
3) Approve funding for this position

Fiscally: Funding for this position will come from the AS Reserve Fund as a grant. The position will be 
funded in its entirety as a two year pilot program.

$9.19 per hour x 10 hours a week x 36 weeks x 3% benefits = $3,500
Total NTE for two years = $7,000 

Rationale:
The AS Local Liaison will help to ensure proper student representation at the local level. Changing it to 
hourly will increase accessibility for students applying, which can help in filling the position.



Associated Students of Western Washington University
Representation and Engagement Programs 
AS Local Liaison (hourly)

About the Position
The AS Loca l  L ia i son  serves  to  be t te r  p romote  re la t ions  be tween  the Assoc ia ted  S tudents  and  the  Ci ty  of  
Bel l ingham,  Whatcom County  Government ,  Campus  Communi ty  Coal i t ion ,  the  Mayor ' s  Neighborhood 
Advisory  Commiss ion ,  and  o ther  bodies  of  impor tance  to  s tudents  on  the  loca l  l eve l .  The  AS Loca l  L ia i son  
mus t  ac t  in  the  bes t  in te res t  o f  and  represen t  the  Assoc ia ted  S tudents  Board  of  Di rec tors  on  se t  i s sues ,  
and  wi l l  repor t  to  the  AS Board  of  Di rec tors  th rough the  AS Vice  Pres ident  for  Governmenta l  Affa i r s  
regard ing  a l l  loca l  po l icy  ac t iv i t i es .  The  AS Loca l  L ia i son  report s  to  the  REP Assoc ia te  Di rec tor  for  a l l  work  
wi th in  the  REP.

About the Department
The Assoc ia ted  S tudents  Representa t ive  & Engagement  Programs ex is t s  to  provide  the  resources ,  
se rv ices ,  and  suppor t  necessary  to  ensure  s tudent  represen ta t ion  in  dec is ions  tha t  impac t  s tudents  a t  the  
un ivers i ty ,  loca l ,  s ta te ,  and  federa l  l eve ls .  The  REP works  to  promote  e f fec t ive  c i t i zensh ip  and  c iv ic  
engagement  th rough serv ices ,  p rograms,  and  co l labora t ion .

Term of Position
This  pos i t ion  begins  two days  before  Fa l l  Quar te r  and  ends  the  Fr iday  of  f ina l s  week  the  fo l lowing  spr ing  
quar te r .  This  pos i t ion  i s  des igned  to  work  an  average  of  10  -5- lQ-hours  per  week  ( some weeks  wi l l  requi re  
more  than  o thers ) .

AS Employment Qualifications
•  Main ta in  a  min imum cred i t  load  throughout  te rm of  pos i t ion  of  6  c red i t s  for  undergradua tes  and  4  c red i t s  

for  g radua tes .
•  Main ta in  a  min imum of  a  2 .00  cumula t ive  grade  po in t  average .
•  Abi l i ty  to  comple te  the  en t i re  te rm of  the  pos i t ion .

AS Employment Responsibilities
•  Serve  the  d iverse  membersh ip  of  the  Assoc ia ted  S tudents  in  a  profess iona l  and  e th ica l  manner  by :

о  Being  fami l ia r  wi th  and  uphold ing  the  AS Char te r ,  a l l  WWU pol ic ies ,  and  a l l  AS pol ic ies  inc lud ing
the  Employment  Pol icy ,  Code  of  Conduct ,  and  Program Standards ,  

о  At tending  a l l  AS s ta f f  deve lopment  events  inc lud ing ,  bu t  no t  l imi ted  to :  p re - fa l l  o r ien ta t ion ,  p re 
win te r ,  p re -spr ing ,  and  mid-quar te r  s ta f f  deve lopments ,  

о  Being  knowledgeable  of  the  AS organiza t ion  and  i t s  genera l  opera t ions ,
Serv ing  on  search  commit tees  as  des igna ted  by  the  AS Personnel  Di rec tor .

•  Ensure  the  legacy  of  th i s  pos i t ion  by :
о  Working  wi th  superv isor  and  Personnel  Di rec tor  to  rev ise  and  update  pos i t ion  job  descr ip t ion ,  
о  Developing  and  main ta in ing  a  legacy  document  as  requi red  by  the  AS Employment  Pol icy .

Preferred Qualifications
Background and/or  in te res t  in  c iv ic  and  loca l  i s sues  
Organiza t iona l  and  t ime management  sk i l l s
Abi l i ty  to  communica te  and  work  e f fec t ive ly  wi th  a  wide  var iety  of  people  
Abi l i ty  to  work  independent ly  and  respons ib ly  
Abi l i ty  to  work  co l labora t ive ly  wi th  mul t ip le  people  and  organiza t ions  
Abi l i ty  to  work  wi th in  deadl ines  and  problem so lve  
Abi l i ty  to  work  f lex ib le  hours
Bas ic  knowledge  of  depar tment  and  pos i t ion  spec i f ic  respons ib i l i t i es



AS Representation & Engagement Programs Responsibilities

•  Empower  and  suppor t  the  Assoc ia ted  S tudents  membersh ip  wi th  c iv ic  engagement  in format ion ,  ac t iv i t i es ,  
and  peer  educa t ion  by:

о  Main ta in ing  3  regular  pos ted  of f ice  hours  per  week  as  a r ranged  wi th  the  REP team.  
о  Provid ing  unbiased ,  nonjudgmenta l ,  and  accura te  in format ion  and  serv ices  to  s tudents ,  
о  Main ta in ing  up- to-da te  records  and  informat ion  of  on  and  of f  campus  se rv ices  in  order  to  provide  

e f fec t ive  re fe r ra l s ,  
о  Provide  vo te r  educa t ion  and  voter  reg is t ra t ion  in format ion

•  Ensure  the  smooth ,  e f fec t ive  opera t ions  of  the  Representa t ion  and  Engagement  Programs by:
о Attending  weekly  RËP s ta f f  meet ings ,  o f f ice  check- ins ,  and  any  addi t iona l  depar tmenta l  ac t iv i t i es ,  
о Promot ing  teamwork  and  co l labora t ion  th roughout  the  REP of f ice .
о Assis t ing  wi th  the  coord ina t ion  of  ac t iv i t i es ,  mater ia l s ,  and  tab l ing  schedules  for  a l l  REP c iv ic  

engagement  events
о Estab l i sh ing  and  main ta in ing  ac t ive  work ing  re la t ionsh ips  wi th  o ther  REP team members .

•  Develop  and  enhance  the  teamwork ,  communica t ion ,  and  e f fec t iveness  of  the  REP by:
о Plan  shor t -  and  long- te rm goa ls  for  the  REP wi th  of f ice  s ta f f  and  the  REP Direc tor  
о Cont inua l ly  rece iv ing  feedback  f rom par t ic ipants  o f  events  and  serv ices  
о Mainta in ing  cont inua l  communica t ion  wi th  REP s ta f f  ou ts ide  of  meet ings

•  Fos te r  work ing  re la t ionsh ips  wi th  re la ted  campus  and  communi ty  resources  by :
. о Being  aware  of  and  par t ic ipa t ing  in  REP re la ted  events
о Fos te r ing  and  enhanc ing  working  re la t ionsh ips  and  communica t ions  wi th  Western  Votes  and

other  c iv ic  engagement  organiza t ions  on  campus ,

Position Responsibilities
•  Keep  the  Assoc ia ted  S tudents  upda ted  on  a l l  loca l  i s sues  re levant  to  s tudents  by :

о  Obta in ing  and  rev iewing  a l l  agendas  of  the  Ci ty  Counci l ,  County  Counci l ,  WTA Board  of  Di rec tors ,  
Mayor ' s  Neighborhood Advisory  Commiss ion ,  Campus  Communi ty  Coal i t ion ,  and  a l l  o ther  
re levant  loca l  bodies .

о  Ass i s t  the  AS Vice  Pres ident  for  Governmenta l  Affa i r s  by  a t tending  the  meet ings  of  Ci ty  Counci l ,  
Mayor ' s  Neighborhood Advisory  Commiss ion ,  and  the  Campus  Communi ty  Coal i t ion ,  

о  Serv ing  as  the  Al te rna te  Representa t ive  for  the  Mayor ' s  Neighborhood Advisory  Commiss ion ,  
о  Sending  b iweekly  repor t s  to  the  AS Vice  Pres ident  for  Governmenta l  Affa i r s  on  a l l  loca l  i s sues .

•  Work  towards  loca l  po l icy  favorab le  to  s tudents  by :
о  Act ive ly  es tab l i sh ing  working  re la t ionsh ips  wi th  loca l  c iv ic  leaders .
о  Giv ing  ora l  and  wr i t ten  tes t imony to  the  appropr ia te  loca l  body  wi th  approva l  o f  the AS Vice  

Pres ident  for  Governmenta l  Affa i r s ,  
о  Par tner ing  wi th  compl imentary  Univers i ty  of f ices ,  employees ,  and  facu l ty ,  as  necessary ,  to  

advoca te  ou tcomes  on  the  loca l  l eve l  in  the  bes t  in te res t  o f  s tudents ,  
о  Consul t ing  wi th  the  AS Vice  Pres ident  for  Governmenta l  Affa i r s  before  represen t ing  the  ASWWU 

on any  loca l  po l icy  i s sue  of  concern  to  s tudents ,  
о  Par tner ing  wi th ,  as  necessary ,  AS of f ices ,  employees ,  and  commit tees  involved  in  work  wi th  a  

loca l  po l icy  d imens ion .
•  Encourage  loca l  c iv ic  engagement  by  s tudents  by :

о  Publ i sh ing  repor t s  on  loca l  po l icy  i s sues .
о  Taking  an  auxi l ia ry  ro le  to  any  voter  reg is t ra t ion  campaign  under taken  by  the  Representa t ion  and  

Engagement  Program and  char te red  organiza t ions  to  promote  vo t ing  in  loca l  e lec t ions ,  
о  Working  wi th  the  Legis la t ive  and  Voter  Educa t ion  Ass is tan t  in  the  c rea t ion  of  a  ca lendar  

promot ing  the  po l i t i ca l  engagement  of  s tudents .
•  Provide  manager ia l  and  adminis t ra t ive  suppor t  to  the  Representa t ion  and  Engagement  Programs as

necessary  by :
о  Ass i s t ing  wi th  REP events  and  spec ia l  p rograms as  reques ted .



о Ass is t ing  the  Vote  Coord ina tor  and  Elec t ions  Coord ina tor  as  necessary ,  
о Per forming  o ther  tasks  as  needed  or  ass igned .

•—E-s t -a -bfeh-contac t  and  re la t ionsh ips  wi th  c iv ic  leaders  
•—Beveiop  knowledge  of  loca l  po l i t i ca l  p rocesses  
•—Learn  hew to  prepare  repor t s  on  loca l  po l icy  i s sues

•—Unders tand  how to  opera te  in  an  profess iona l  se t t ing

Wa-ge-Salary
This  pos i t ion  wi l l  rece ive  a  Program Suppor t  S ta f f  2  wage ,  which  i s  $9 .19  per  hour .

Reportage
This  pos i t ion  wi l l  repor t  to  the  Representa t ion  and  Engagement  Programs Assoc ia te  Di rec tor .  

This  job  descr ip t ion  i s  sub jec t  to  change  in  accordance  wi th  the  AS Employment  Pol icy .
The  Assoc ia ted  S tudents  i s  an  Equal  Oppor tun i ty  Employer .



Western
W A S H  I  N  ( ¡ I O N ’  Ľ  N  I  V  i :  R  S  I  T  V

An equal opportunity university

Phone (360)650-nnnn 
Fax (360) 650-nnnn

AS Local Liaison 
Program Support Staff 2

Your Department Name 
516 High Street 

Bellingham, WA 98225-9049

Reports To: Representation and Engagement Programs 
Associate Director

State Reimbursement Rate: 60%

State Job Classification Code: 390 - Other Professional, Paraprofessional, and Technical
Position Requirements: Must be eligible for WWU student employment. Additional qualifications listed below.
Wage: Student employee wage classification 2, beginning at $9.04 per hour. Actual wage 

depends on qualifications and experience.
Period of Employment: Begins Fall quarter; Ends Spring quarter
Work Schedule: 10-15 hours per week; flexible around class schedule

Description of Duties

AS Employment Responsibilities
•  Serve  the  membersh ip  of  the  Assoc ia ted  S tudents  in  a  profess iona l  and  e th ica l  manner  by :

о  Being  fami l ia r  wi th  and  uphold ing  the  AS Char te r ,  a l l  WWU pol ic ies ,  and  a l l  AS pol ic ies  
inc lud ing  the  Employment  Pol icy ,  Code  of  Conduct ,  and  Program Standards ,  

о  At tending  AS s ta f f  deve lopment  events  as  ass igned ,  
о  Being  knowledgeable  of  the  AS organiza t ion  and  i t s  genera l  opera t ions ,  
о  Serv ing  on  search  commit tees  as  des igna ted  by  the  AS Personnel  Di rec tor .

About the Position

The Cewnwwt-v-AS Loca l  L ia i son  serves  to  be t te r  p romote  re la t ions  be tween  the  Assoc ia ted  S tudents  
and  the  Ci ty  of  Bel l ingham,  Whatcom County  Government ,  Campus  Communi ty  Coal i t ion ,  the  Mayor ' s  
Neighborhood Advisory  Commiss ion ,  and  o ther  bodies  of  impor tance  to  s tudents  on  the  loca l  l eve l .  The  
CefflfflbtfHty-AS Loca l  L ia i son  mus t  ac t  in  the  bes t  in te res t  o f  and  represen t  the  Assoc ia ted  S tudents  
Board  of  Di rec tors  on  se t  i s sues ,  and  wi l l  repor t  to  the  AS Board  of  Di rec tors  th rough the  AS Vice  
Pres ident  for  Governmenta l  Affa i r s  regard ing  a l l  loca l  po l icy  ac t iv i t i es .  The  AS Commu-ni - ty-Loca l  L ia i son  

repor t s  to  the  REP Assoc ia te  Di rec tor  for  a l l  work  wi th in  the  REP,

About the Department
The Assoc ia ted  S tudents  Representa t ive  & Engagement  Programs ex is t s  to  provide  the  resources ,  se rv ices ,  
and  suppor t  necessary  to  ensure  s tudent  represen ta t ion  in  dec is ions  tha t  impac t  s tudents  a t  the  un ivers i ty ,  
loca l ,  s ta te ,  and  federa l  l eve ls .  The  REP works  to  promote  e f fec t ive  c i t i zensh ip  and  c iv ic  engagement  th rough 
serv ices ,  p rograms,  and  co l labora t ion .



Position Responsibilities
•  Keep  the  Assoc ia ted  S tudents  upda ted  on  a l l  loca l  i s sues  re levant  to  s tudents  by :

о  Qbta in ing-and  rev iewing  of  a l l  agendas  of  the  Giįy-€&wiei-l, Ceun- ty-Counci l ,  W-TA-Beard-of
Dire  e t  o  r s ,  M-a-yerbi-N-e-igh b o-rboedAdvi s o ry Go m-m-iss ю-n, Camp usGo mmur i  i ty  Goo I  i  t  i  en 7

a^a4-ati-eth^r^ei-eva4iG4&€al beë le^Obta in ing  and  rev iewing  a l l  agendas  of  the  Ci ty
Counci l ,  County  Counci l ,  WTA Board  of  Di rec tors ,  Mayor ' s  Neighborhood Advisory  
Commiss ion ,  Campus  Communi ty  Coal i t ion ,  and  a l l  o ther  re levant  loca l  bodies .  

о  Ass i s t  the  AS Vice  Pres ident  for  Governmenta l  Affa i r s  by  a t tending  the  meet ings  of  Ci ty  
Counci l ,  Mayor ' s  Neighborhood Advisory  Commiss ion ,  and  the  Campus  Communi ty  
Coal i t ion ,

о  Serv ing  as  the  Al te rna te  Representa t ive  for  the  Mayor ' s  Neighborhood Advisory  

Commiss ion .
о  Sending  b iweekly  repor t s  to  the  AS Vice  Pres ident  for  Governmenta l  Affa i r s  on  a l l  loca l  

i s sues .

•  Work  towards  loca l  po l icy  favorab le  to  s tudents  by :
о  Act ive ly  es tab l i sh ing  working  re la t ionsh ips  wi th  loca l  c iv ic  leaders ,  
о  Giv ing  ora l  and  wr i t ten  tes t imony to  the  appropr ia te  loca l  body  wi th  approva l  o f  the  AS 

Vice  Pres ident  for  Governmenta l  Affa i r s ,  
о  Par tner ing  wi th  compl imentary  Univers i ty  of f ices ,  employees ,  and  facu l ty ,  as  necessary ,  

to  advoca te  ou tcomes  on  the  loca l  l eve l  in  the  bes t  in te res t  o f  s tudents ,  
о  Consul t ing  wi th  the  AS Vice  Pres ident  for  Governmenta l  Affa i r s  before  represen t ing  the  

ASWWU on any  loca l  po l icy  i s sue  of  concern  to  s tudents ,  
о  Par tner ing  wi th ,  as  necessary ,  AS of f ices ,  employees ,  and  commit tees  involved  in  work  

wi th  a  loca l  po l icy  d imens ion .

•  Encourage  loca l  c iv ic  engagement  by  s tudents  by :
о  Publ i sh ing  repor t s  on  loca l  po l icy  i s sues .
о  Taking  an  auxi l ia ry  ro le  to  any  voter  reg is t ra t ion  campaign  under taken  by  the

Representa t ion  and  Engagement  Program and  char te red  organiza t ions  to  promote  vo t ing  

in  loca l  e lec t ions .
о  Working  wi th  the  Legis la t ive  and  Voter  Educa t ion  Ass is tan t  in  the  c rea t ion  of  a  ca lendar  

promot ing  the  po l i t i ca l  engagement  of  s tudents .

•  Provide  manager ia l  and  adminis t ra t ive  suppor t  to  the  Representa t ion  and  Engagement  Programs 

as  necessary  by :
о  Ass i s t ing  wi th  REP events  and  spec ia l  p rograms as  reques ted ,  
о  Ass i s t ing  the  Elec t ions  Coord ina tor  and  Sena te  Chai r  as  necessary ,  
о  Per forming  o ther  tasks  as  needed  or  ass igned .

Educational and Other Benefits of Employment

•  Es tab l i sh  contac t  and  re la t ionsh ips  wi th  c iv ic  leaders
•  Develop  knowledge  of  loca l  po l i t i ca l  p rocesses
•  Learn  how to  prepare  compose  repor t s  on  loca l  po l icy  i s sues
•  Gain  appl ied  exper ience  in  publ ic  speaking



•  Unders tand  how to  opera te  in  an  profess iona l  se t t ing  

Minimum Qualifications
Mainta in  a  min imum cred i t  load  throughout  te rm of  pos i t ion  of  8  c red i t s  for  undergradua tes  and  6  c red i t s  
for  g radua tes

•  Main ta in  a  min imum of  a  2 .00  cumula t ive  grade  po in t  average
•  Abi l i ty  to  comple te  the  en t i re  te rm of  the  pos i t ion
•  Must  possess  a  va l id  work  s tudy  award

Preferred Qualifications
•  Background and/or  in te res t  in  c iv ic  and  loca l  i s sues
•  Organiza t iona l  and  t ime management  sk i l l s
•  Abi l i ty  to  communica te  and  work  e f fec t ive ly  wi th  a  wide  var ie ty  of  people
•  Abi l i ty  to  work  independent ly  and  respons ib ly
•  Abi l i ty  to  work  co l labora t ive ly  wi th  mul t ip le  people  and  organiza t ions
•  Abi l i ty  to  work  wi th in  deadl ines  and  problem so lve
•  Abi l i ty  to  work  f lex ib le  hours
•  Bas ic  knowledge  of  depar tment  and  pos i t ion  spec i f ic  respons ib i l i t i es  

Application Process:

All  Assoc ia ted  S tudents  h i r ing  i s  done  through the  AS Personnel  Office web-site 
(h t tp : / / as .wwu.edu/personnel / )  o r  the  S tudent  Employment  web-s i te  
(h t tp : / /www.f ina id .wwu.edu/s tudent jobs / )
P lease  submi t  your  appl ica t ion ,  resume,  and  cover  le t te r  de ta i l ing  your  qual i f ica t ions .  Incomplete 
applications will not be considered.

The Associated Students is an Equal Opportunity Employer
Job Descriptions are subject to change in accordance with the AS Employment Policy

http://as.wwu.edu/personnel/
http://www.finaid.wwu.edu/studentjobs/

