
Request for Position: AS KVIK Assistant Coordinator

Proposed  Mot ions :  Write the motion language here
Sponsor :  Position/Name of Sponsor
Persons  of  Contac t :  Roxy Ewing, KVIK Coordinator &
Jamie Hoover, KVIK General Manager
Gues t  Speaker :  Presenter or person specifically speaking on matter

Date :  February 3, 2014

Attached  Document
AS KVIK Ass is tan t  Coord ina tor  Job  Descr ip t ion

Background & Contex t
By par t ic ipa t ing  in  the  SPAC process  th i s  year  (2014) ,  KVIK i s  p ropos ing  tha t  an  Ass i s tan t  Coord ina tor  be  
added  to  the  of f ice .  S ince  the  ins t i tu t iona l iza t ion  of  KVIK as  an  Assoc ia ted  S tudent  Programming Off ice  in  
2004 ,  there  has  on ly  been  one  employee .  Through the  prev ious  SPAC process  in  2010  KVIK reques ted  the  
addi t ion  of  an  Ass i s tan t  Coord ina tor ,  bu t  the  Commit tee  recommended  and  the  AS Board  approved ,  tha t  
the  KVIK Coord ina tor  would  be  a l loca ted  19  hours  a  week  and  30  hours  in  the  summer  for  p rep  t ime .

Summary  of  Proposa l
Curren t ly  there  i s  on ly  one  pa id  s tudent  employee ,  th i s  c rea tes  an  i s sue  due  to :
•  Large  vo lunteer  base .  Ranging  f rom 50  to  100  ac t ive  vo lunteers .

•  Coord ina tor  i s  in  charge  of  marke t ing ,  event  p lanning ,  o rganiz ing  volunteers ,  a t tending  weekly  
show meet ings  and  meet ing  wi th  execut ive  producers .

•  Not  enough t ime to  g ive  spec ia l ized  t ime  to  each  show.  Not  enough ind iv idua l ized  marke t ing .

•  Miscommunica t ion  and  confus ion  of  respons ib i l i t i es  and  expec ta t ions  for  vo lunteers

The  KVIK coord ina tor ' s  ro le  has  dras t ica l ly  changed  f rom when i t  was  or ig ina l ly  c rea ted .  The  coord ina tor  
should  be  involved  in  main ta in ing  the  program and  ensur ing  volunteers  have  the  suppor t  necessary  to  
f i lm,  whi le  ensur ing  tha t  the i r  pos i t ion  i s  no t  be ing  overworked .  KVIK's  programming has  grown in  the  
las t  few years ,  adding  shows and  volunteers ,  there  i s  an  oppor tun i ty  to  expand  our  programming to  
inc lude  f i lm fes t iva l s ,  The  addi t ion  of  an  Ass i s tan t  Coord ina tor  could  spread  the  p lanning  and  
management  of  KVIK's  four  shows and  two f i lm fes t iva l s  be tween  two people .  The  proposed  pos i t ion  
would  be  15  hours /week ,  to  main ta in  of f ice  hours  as  wel l  as  a t tend  some of  the  weekly  vo lunteer  
meet ings .  I f  a  second  pos i t ion  i s  added  the  cur ren t  coord ina tor  pos i t ion  would  be  changed  f rom 19  
hours /  week  to  15  hours /week .

Fiscally
See  a t tached  budget  impl ica t ions
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KVIK Budget Implications

Total Cost with new Salary Schedule & approval of all requested changes: $11,410 
[increase of $4,220].

Current w/ Salary Schedule KVIK Coordinator:
36 weeks x 19 hrs/week= 684+ 30 hours= 714 total hours x $10.07= $7189.98

New w/ Hour Decrease to IS hrs/week with Current Salary Schedule for KVIK Coordinator:

36 weeks x 15 hrs/week=540+ 30 hours=570 total hours x $10.07= 5739.90

¡Proposed Change to 15 hours with new schedule (Coordinator 3 quarter):' 
Raw Calculation:
36 weeks x 15 hours/week=540 *10.37= $5599.80 
30 hrsx 10.37=311.10

Total: 5910.90
Rounded Calculation from Calculator Tool: $5911

New w/ Current Salary Schedule for KVIK Assistant Coordinator:
36 weeks x 15 hrs/week=540+30 hours= 570 total hours x $10.07= $5,238.30
New w/ New Proposed Salary Schedule for KVIK Assistant Coordinator (Raw Calculation)
36 weeks x 15 hours/week=540x9.65=$5211 
Fall Hours=30 hrs x $9.65=289.50

Total Salary= 5211+289.50=$5500.50 
Calculated and from Schedule:
Total calculated with rounded amount from Calculator Tool: $5498

Commented [NHljt This new proposed salary Is contingent 

with the New Salary Determination Policy pending for review from 

the board.
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Associated Students of Western Washington University
AS KVIK
AS KVIK Assistant Coordinator

About the Position
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Position Classification
Assistant Coordinators provide programming support to the Associated Students as a whole and 

facilitate events, offices and groups throughout the Western and Bellingham community. 

Assistant Coordinators report to department coordinators. Specific duties Include but are not 

limited to assisting with event programming, coordinating specific office functions, performing 

administrative work and maintaining and updating programming resources for the department.

About the Department
The purpose of KVIK is to facilitate and create originai films and productions to showcase the 

work of WWU students. KVIK seeks to provide first-hand experience for those interested in the 

fields of primarily film and video production, as well as offering opportunities to gain experience 

in television broadcasting. KVIK productions represent students'  original work and serve the 

Associated Students and the broader Bellingham community and beyond by providing 

interesting, entertaining, and informative media.

Terms of Position

This is a three quarter position. This position starts the Monday two weeks before the start of 

classes fall  quarter and ends the Friday of finals week the following spring quarter. This position 

works an average of 15 hours per week. The position holder may work more some weeks and 

less other weeks depending on the office's needs. The position holder is neither required nor 

expected to work during intersession, winter break or spring break.

AS Employment Qualifications

• Maintain a minimum credit load throughout term of position of 6 credits for undergraduates and 

4 credits for graduates.

• Maintain a minimum of a 2.00 cumulative grade point average.

• Ability to compiete the entire term of the position.



Preferred Qualifications

® Some past experience and a significant interest in video production.

• Intele , i in pubikin,,< шпини к i i i i i phi .inil . įdvci i i .uit;.

• Ability to communicate and work effectively with a wide variety of people on Western's campus 

and in the Bellingham community.

• Ability to work independently and responsibly, while supervising others.

• Ability to work collaboratlvely with multiple people and organizations.

• Ability to work within deadlines and problem solve.

• Able to work flexible hours.

• Budget management knowledge or experience

• Basic knowledge of department and position specific responsibilities.

AS Employment Responsibilities

• Serve the diverse membership of the Associated Students in a professional and ethical manner by:

о Being familiar with and upholding the AS Charter, all  WWU policies, and all AS policies

including the Employment Policy, Code of Conduct, and Program Standards, 

о Attending all AS staff development events including, but not limited to: pre-fall 

orientation, pre-winter, pre-spring, and mid-quarter staff developments, 

о Being knowledgeable of the AS organization and its general operations,

о Serving on search committees as designated by the AS Personnel Director.

• Ensure the legacy of this position by:

о Working with supervisor and Personnel Director to revise and update position job 

description.

о Working with the previous position holder to complete a minimum of 15 hours of unpaid

internship as well as providing a 15 hour Internship to the incoming position holder, 

о Developing and maintaining a legacy document as required by the AS Employment Policy,

KVIK Responsibilities

• Provide Support to KVIK by:

о Devoting at least 15 hours per week to KVIK business

о Maintaining a minimum of 10 office hours between 9 a.m. and 5 p.m. per week.

Production time does not qualify, 

о Assisting the KVIK Coordinator In coordination with the KUGS/KVIK General Manager with 

the development of the KVIK program schedule, 

о Attending weekly Production Meetings in coordination with the KVIK Coordinator 

о Attending the KVIK Quarterly All Station Meetings.

о Ensuring regular communication of all  activities/programs occurring in your area with the 

KVIK Coordinator and KUGS/KVIK General Manager, 

о Other duties as assigned

Position Responsibilities
• Aftsrsfing-the-kV!: í  '-t . , .-kn ¡t nr with m a i n t a i n i n g  Ensure maintenance of operations and 

marketing:

Assisting with training for incoming on-air volunteers.
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o Filming and/or delegating to volunteers the filming of other AS events as requested by AS 

department representatives, as needed and as resources allow,

о Assisting the KVIK Coordinator with recruitment and management of student volunteers 

and Interns, providing the means to gain video production experience and assist In the 

growth of KVIK.

о Maintaining a hard drive or electronic archive of all  KVIK programming, while preserving 

the existing tape & DVD archive.

С  !  V  f i  l l l l ì  n I M I  I V i l  t i n  I K )  VI mmvmmii

о Ensuring programming compliance with KVIK, AS, VU, WWU, Federal Communication 

Commission policies and State and Federal laws. Maintain fair and attainable policies for 

shows to adhere to.

0 Assisting with maintenance of KVIK equipment inventory

» /\v,i:S‘, a n d  t i a c k  V i  h i n t o o i  , h i J  p i п . л i n i n i l i "  e  q u  ď  m  ¡ l i v

1 > Collecting event/program data through surveys
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Salary

This position will receive $ per position term (about twice per month).

Reportage

This position reports directly to the KVIK Coordinator. The KUGS/KVIK General Manager 

however, is responsible for all  personnel-related matters.

This job description Is subject to change In accordance with the AS Employment Policy.

The Associated Students Is an Equal Opportunity Employer.

Revised March 12, 2012 by motion ASB-12-W-50.

Commented [NH1]: Which are KVIK department 
responsibilities and which are KVIK Asst. Coord 
Responsibilities?

Please make sure to make that distinction

Also Please have responsibilities In results oriented format. 
(See my attachments)

Commented [JH2]t Added the Information requested from 
SPAC in regards to Marketing and Evaluation of Programs, 
please see addition of assessment under position 
responibilltles and listed under perferred qualifications.



"AS Personnel Assistant Director IJD term of position change"

Proposed Motions: Motion to Approve Personnel Job Description change for 
Personnel Assistant Director I from a 3 quarter to a 4 quarter position.
Sponsor: Robby Eckroth
Persons of Contact: Nidia Hernandez, PER Staff
Guest Speaker: Nidia Hernandez & Kacy Cunningham

Date: Feb, 12, 2014

Attached Document Please job description

Background & Context
The Personnel Office has drastically changed from when it was originally created. It is an office 
that must be open each quarter to make sure that employees being hired can do their employment 
paperwork and if questions/situations arise the personnel office is a resource students/employees 
can utilize. Over the course of the last 3 years, this office has been understaffed for the amount of 
summer work that comes through the office. Regular day to day duties and other major office 
work during the summer includes such things as Summer Staff Development Planning and 
implementation, Employment Paperwork, Summer Hiring, Fall Staff Development Planning, 
Summer Start/Transitions involvement, planning for fall hiring needs, and handling any general 
employee questions, grievances, or performance issues. The last couple of years there have also 
been some salaried staff resignations during the summer, requiring search processes to be 
conducted to fill those vacancies. It has become increasingly difficult for the Personnel Director 
to take their mandatory 2 weeks of summer vacation, and to get the required office work done 
within 19 hours per week. The Personnel Director also needs to work during some of the 
intercession week between spring and summer quarters to plan for Summer Staff Development, 
which means they should take the amount of time worked during intercession off later in the 
summer as well. It has also become very difficult for the Personnel Office to be closed for any 
length of time due to the time sensitivity of many things the office handles like completing 
employment forms and hiring processes and addressing any employee concerns or performance 
issues.

The Personnel Office recommends that Personnel Assistant Director I be changed from a 3- 
quarter to a 4-quarter position in order for summer quarter to run smoothly and effectively. We 
believe this position is the best fit for a four quarter position because throughout the year this 
position coordinates the mid-quarter trainings, and works closely with Personnel Director during 
spring hiring, so they would be best suited for helping with the coordination of summer and fall 
staff development. We recommend to move this position to a classification of 4 Qtr. Assistant 
Director working 15 hours a week,

Summary of Proposal
The amount of work that is required of the personnel director has been a huge overload for one 
person to make sure that the office operates smoothly and efficiently. I truly believe that this will 
not only benefit future position holders (self-care and balance) but also benefit the organization 
and student body at large.
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AS Employees are required to take a mandatory 2 week vacation, however with Personnel Director 
working during intersession week in summer to plan for Summer Pre-Quarter Development, and 
the amount of work that is needed for all hiring, employment paperwork process, staff 
development training, learning to do the job, there has been an increasing need to have the office 
open during normal business hours to make sure they are accessible to all employees/students.

Summer Hiring, and fall Hiring require planning that is just not do-able with one person in the 
office, as well as with the university moving work study hiring at a general level to open in late 
July, adding an additional staff in the summer would make it possible to target which work-study 
positions can be hired for during the summer and ready to start in fall quarter. Work study has been 
increasingly difficult trying to hire later in the quarter because most hiring is already done by late 
august at the university level. Personnel Assistant Director I will be able to assist with this process.

Not only would the Assistant Director I be able to assist with hiring and general hiring duties, but 
also in the planning and implementation of Fall Staff Development, which is the intense planning 
of a 2 week training for all AS staff. Currently with the work load of the personnel director is to 
maintain the operations of the office, hire for summer and fall positions, and plan all fall staff 
development planning, as well as oversee unforeseen employee conflicts/grievance, the amount of 
work for one person is not reasonable and demands more than 19 hours of work in the summer, 
and while employment policy allows for summer quarter to work up to 40 hours, even then the 
amount of work coming in is not doable. With Personnel Director I assisting in this area it would 
make sure that both positions are not being overworked.

The Personnel Office acknowledges that the downside of changing this 3 quarter position to a 4 
quarter position is that it will limit the applicant pool, but that is a risk many 4 quarter positions 
risk. We do note that last year the marketing and assessment assistant director was changed to a 4 
quarter position and the applicant pool for the position did not lack qualified applications.

Fiscally 

Personnel Assistant Director I

Currently at current salary schedule:
570 total hours x $9.65= $5500.50

W/ Proposed change of adding 1 quarter:
705 total hours x $9.65=6803.25

Difference: $1303.25

Calculation with New Proposed Salary Determination:
3 Quarter Asst.= 570 total hours x $10.56= 6020.68
4 quarter Asst. Director= 705 total hours x $10,56=7446,63

Difference: $6020.68-$7446.63= 1425.95

Note: These funds may be covered by reallocations within the Personnel Office.

Summary Page



Associated Students of Western Washington University
Personnel Office 
Assistant Director I

About the Position
The Personnel  Ass i s tan t  Di rec tor  I  i s  respons ib le  for  ass i s t ing  the  Personnel  Di rec tor  wi th  tasks .  

Addi t iona l ly ,  the  Ass i s tan t  Di rec tor  I  i s  charged  wi th  implement ing  d i f fe ren t  p rograms for  the  AS and  

the  campus ,  inc lud ing  AS Staf f  Development  Events .

Position Classification
Assis tan t  Di rec tors  a re  respons ib le  for  ass i s t ing  and  coord ina t ing  programs under  the  gu idance  of  

the  d i rec tor .  Ass i s tan t  Di rec tors  se rve  as  adminis t ra t ive  suppor t  and  program suppor t  fo r  the  

d i rec tor  and  AS organiza t ion  as  a  whole .  Spec i f ic  du t ies  inc lude  but  a re  no t  l imi ted  to  es tab l i sh ing  

depar tmenta l  goa ls ,  depar tmenta l  t ra in ing ,  p rogram approva l ,  depar tmenta l  budget  au thor i ty ,  

communica t ion  among employees ,  coord ina t ion  of  p rograms ef for t s ,  conf l ic t  reso lu t ion ,  p rogram 

p lanning  and  communica t ing  wi th  Western ' s  s tudent  body .  These  pos i t ions  opera te  under  the  

management  and  d i rec t ion  of  the  AS Board  of  Di rec tors .

About the Department
The AS Personnel  Off ice  i s  respons ib le  for  the  Human Resources  of  the  Assoc ia ted  S tudents .  This  inc ludes ,  
bu t  i s  no t  l imi ted  to ,  uphold ing  a l l  aspec ts  o f  the  AS Employment  Pol icy ,  o rches t ra t ing  and  oversee ing  a l l  AS 
s tudent  employee  h i r ing ,  p rocess ing  a l l  employment  paperwork  for  AS s tudent  employees ,  p lac ing  work-  
s tudy  pos i t ions ,  and  organiz ing  AS-wide  employee  recogni t ion  and  t ra in ings .  Personnel  Off ice  S ta f fa re  
charged  wi th  assess ing  the  needs  of  the  organiza t ion  concern ing  day- to-day  ac t iv i t i es  as  wel l  as  suppor t ing  
AS employees  whenever  poss ib le .

Term of Position
Thls - i - s -a - t  h  г  ее  -q- t ta f t -e r -pesWo n  :  Thi  sp  es i t i en-s ta  r te - t -h  e  -M o  n  day- twe-we e  ks  bofo  re the  s ta r - t -of  

c lasses  fa l f -qcra tAerThis  i s  a  four  quar te r  pos i t ion .  This  pos i t ion  s ta r t s  the  Monday  two .  -  -  ■!  before

the  s ta r t  o f  summer  c lasses  b=ü ¡ ; ·  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  works  an  average  of  15  hours  per  week .  The  pos i t ion  ho lder  may work  more  some 

weeks  and  less  o ther  weeks  depending  on  the  of f ice ' s  needs .  The  pos i t ion  ho lder  i s  ne i ther  requi red  

nor  expec ted  to  work  dur ing  in te rsess ion ,  win te r  b reak  or  spr ing  break .

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 .

Preferred Qualifications

•  Pr ior  exper ience  wi th  managing  volunteers  or  employees .

•  Budget  management  knowledge  or  exper ience .

•  Demons t ra ted  ab i l i ty  to  work  co l labora t ive ly  wi th  people  of  d iverse  backgrounds  and  opin ions .

»  Conf l ic t  management  knowledge  or  exper ience .

•  Bas ic  computer  sk i l l s  inc lud ing  Microsof t  Word ,  Exce l ,  Publ i sher  and  Out look .



•  S t rong  in te rpersona l  sk i l l s .

•  Bas ic  knowledge  of  depar tment  and  pos i t ion  spec i f ic  respons ib i l i t i es .

• Background/Knowledge  in  Event  P lanning

•  Unders tanding  of  Conf ident ia l i ty

AS Employment Responsibilities

•  Serve  the  d iverse  membersh ip  of  the  Assoc ia ted  S tudents  in  a  profess iona l  and  eth 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 ,  

о  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  Working  wi th  the  prev ious  pos i t ion  ho lder  to  comple te  a  min imum of  15  hours  of  unpa id

in te rnsh ip  as  wel l  as  p rovid ing  a  15  hour  in te rnsh ip  to  the  incoming  pos i t ion  ho lder ,
о  Developing  and  main ta in ing  a  legacy  document  as  requi red  by  the  AS Employment  Pol icy .

Personnel Office Responsibilities
(Al l  job  respons ib i l i t i es  mus t  be  car r ied  ou t  in  compl iance  wi th  the  AS Employment  Pol icy)

•  Develop  and  enhance  the  teamwork ,  communica t ion ,  and  ef fec t iveness  of  the  Personnel  Off ice  by :
о  At tending  a l l  Personnel  Off ice  meet ings  as  scheduled .
о  Es tab l i sh ing  and  main ta in ing  an  e f fec t ive  work ing  re la t ionsh ip  wi th  a l l  Personnel  Off ice  s ta f f ,  
о  P lan  shor t -and  long- te rm goa ls  for  the  Personnel  Off ice ,

о  Provid ing  suppor t  fo r  o ther  Personnel  Off ice  S ta f f .
о  Main ta in ing  regular  communica t ion  wi th  Personnel  Off ice  s ta f f  ou ts ide  of  meet ings .  
о  Col lec t !nr ' .  Seekmg-feedback  on  serv teesprogranr .  & serv ices  provided  by  the  Personnel  

Off ice
о  a f rd-Eevalua t ing  of f ice  s t rengths  and  weaknesses .

•  Ensure  tha t  AS h i r ing  processes  a re  e f fec t ive ly  implemented  by:
о  P lanning  and  implement ing  s u n  fa l l ,  mid-year ,  and  spr ing  h i r ing ,

€e l l  eetin-g-ee n t a c-t-i-n-f emi-a-llon-a-n d data- o n p r-esp ec-t-ive ap d-paet-a p  p  I  i  canter 

о  Par t ic ipa t ing  in  re levant  campus  info  fa i r s  inc lud ing ,  bu t  no t  l imi ted  to :  Campus  Act iv i t i es  
Showcase ,  Red  Square  Info  Fa i r ,  e tc .  

о  Coord ina t ing  search  commit tees  of  AS employees  and  serv ing  as  a  knowledgeable  resource  
in  the  search  process .

о  Fac i l i t a t ing  new h i res '  paperwork  baefwbfrg-the-iStudent Employment  Informat ion  Form,  Ш 7

W4,  AS Code  of  Conduct ,  and  Network  Access  form )7 in  addi t ion  to  the  c r imina l  convic t ion  

form i f  the  employee  wi l l  handle  cash ,  
о  Informi  11 į'. S tudent  Employment  of  ava i lab le  AS pos i t ions

•  Fos te r  work ing  re la t ionsh ips  wi th  o ther  AS and  campus  of f ices  by :
о  Sending  regular  e -mai l s  to  AS s ta f f  members .
о  Working  wi th  un ivers i ty  F luman Resources ,  S tudent  Employment ,  and  the  Equal  Oppor tun i ty

Off ice  and  o ther  Univers i ty  Facul ty  ,  as  needved



o Ass is t iu ; ;  wi th  Fa l l  S ta f f  Development  P lanning  Commit tee

•  Ensure  tha t  employment  i s sues  re la ted  to  persons  remain  conf ident ia l  by :
о  Keeping  the  Personnel  Off ice  door  and  appropr ia te  f i l e  cab ine ts  locked  when the  of f ice  i s  

una t tended .
θ—Keeping  documents  wi th  persona l  in format ion ,  espec ia l ly  soc ia l  secur i ty  numbers ,  secured  

f rom publ ic  v iew in  the  of f ice .
о  Onfy-Déiscussŕtrg employee  eva lua t ions ,  g r ievances ,  d i sc ip l inary ,  o r  o ther  employee  i ssues

wi th  appropr ia te  s ta f f  and  superv isors .  
о  Main ta in ing  up  to  da te  organized  employee  records  by :

■  F i l ing  new employee  paperwork

■ Shredding  unnecessary  records

•  Help  AS employees  fee l  apprec ia ted  and  va lued  by:
о  Encouraging  depar tmenta l  managers  to  recognize  the i r  employees '  e f for t s ,  

о  Par t ic ipa t ing  in  Personnel  Off ice  des igned  recogni t ion  programs.

•  Ensure  the  of f ice  i s  welcoming  for  a l l  AS Employees  and  s tudents  a t  l a rge ly  by :

о  Main ta in ing  a  c lean  of f ice  space  
°  Fos te r ing  a  comfor tab le  and  inc lus ive  envi ronment

Position Responsibilities

•  Provide  suppor t  to  bo th  Assoc ia ted  S tudents  employees  and  s tudents -a t - la rge  by :
о  Devot ing  an  average  of  15  hours  per  week  to  AS bus iness ,  
о  Es tab l i sh ing  and  main ta in ing  10  of f ice  hours  per  week ,
о  Ass i s t ing  s tudents  and  provid ing  informat ion  about  the  AS,  h i r ing  procedures ,  and  

employment  paperwork .

•  Ensure  the  func t iona l i ty  of  the  Personnel  Off ice  by :
о  Developing  a  s t rong  working  knowledge  of  the  Assoc ia ted  S tudents  organiza t ion  and  i t s  

s t ruc ture .

о  At tending  Personnel  Commit tee  meet ings  as  scheduled ,  as  needed .
о  At tending  AS Board  of  Di rec tors  or  Management  Counci l  meet ings  in  p lace  of  the  Personnel  

Di rec tor ,  as  needed ,  
о  At tending  weekly  Personnel  Off ice  S ta f f  meet ings .
о  Ass i s t ing  the  Personnel  Di rec tor  wi th  any  aspec t  o f  the  Personnel  Off ice  and  assuming  the i r  

respons ib i l i t i es ,  as  needed ,  
о  Ass i s t ing  wi th  the  organiza t ion  and  implementa t ion  of  AS bMrrghi r ing  for  Summer ,  Fa l l ,  

Winter ,  and  Spr ing ,
о  Per forming  o ther  du t ies  as  needed .
о  Ass i s t i : i i  ,  wi th  employee  eva lua t ion  process  
o  Ass i s t iu ; :  wi th  SPAC process .

•  Ensure  tbe-h igh  qua l i ly  profess iona l  l ea rn ing  exper iences  for  a l l  Assoc ia ted  S tudents  employees  
by :

о  P lanning  and  implement ing  a  min imum of  two mid-quar te r  s ta f f  deve lopment  events ,  tha t  
se rve  the  needs  of  the  AS organiza t ion  and  AS s ta f f ,  which  could  inc lude  AS-wide  and/or  

depar tmenta l  t ra in ings .wFr leh  e&fcdťMnefóée-AS-wtele and/or  departmental-tT-awtftfiSr
о  Serv ing  as  a  resource  to  program superv isors  who wish  to  provide  spec i f ic  t ra in ings  for  the i r

s ta f f .
о  Ass i s t ing  wi th  Fa l l  S ta f f  Development  Summer  p lanning



θ — Í ^ a - f f l t i m g m - n d 4 m p l e f f l ^ ^ H i r e  Nightaf te  r  t  h  e-ee m-pletiøB-øf-t-li o  AS Spr ing-Hir ing?  

•  ftuMetee-a-va4afe4e-Assøc i a t e d 4>fa4efrts-emo4evmen Т-ОЕна&гТы-п it i es-t-hf-mj#m4j44ł^-a^a4eml€ 

yea- rCoord ina te  events  dur ing  AS Spr ing  Hir ing  by:

о  Publ ic iz ing  jobs  '  ,  ‘  a t  in fo  fa i r s ,  and  in  o ther  wavs ,
о  Organiz ing  and  publ ic iz  _  the  AS Job  Fa i r  p r ior  to  AS Spr ing  Hir ing .
о___Keβolofr^ы^włf^g4fet^-f-Θ oen-peatfon-s-ín-th-e-Pefsen n e I Off i ββ,-Ρ I  a  η  i  and  implement ing* ,

New Hire  Night
о  Ass i s t  Personnel  Di rec tor  as  need  wi th  o ther  h i r ing  publ ic i ty  a n d  out reach
о  Woik  wi th  Publ ic i ty  Center
θ—Ų^^wrg44ia-ASwyebate-afrd-Ste€ten-t-E-m-pJovm&R-t weJasite wi-t-h-avai-la-bTe posit-ioťrsv 

©—Aeting^s4h-e-PefsoftftoJ-Offiee l ia i son to  the  PuMeity Center , ·

Salary
This  pos i t ion  wi l l  rece ive  $5,357.35 per  pos i t ion  te rm (approximate ly  $282  twice  per  month) .

Reportage
This  pos i t ion  repor t s  d i rec t ly  to  the  Personnel  Di rec tor .

This job description is subject to change in accordance with the AS Employment Policy. 
The Associated Students is an Equal Opportunity Employer.

Revised by motion.



Associated Students of Western Washington University
Resource & Outreach Programs
Legal Information Program Support Staff (Hourly)Gent-ef-X (hour-lyf

About the Position
The Legal  Informat ion  Center  Hour ly  S ta f f  member  ass i s t s  the  Lega l  Informat ion  Center  
Coord ina tor  in  ou t reach ,  peer  advis ing ,  and  programming for  the  of f ice .

About the Department
The Assoc ia ted  S tudent  Resource  & Out reach  Programs (ROP)  provide  Informat ion ,  
advocacy ,  ac t iv i t i es  and  peer - to-peer  educa t ion  to  Weste rn  s tudents .  The  seven  cen te rs  
wi th in  the  ROP s t r ive  to  empower  and  suppor t  a l l  members  of  Wes te rn ' s  d iverse  
communi ty .  The  ROP a lso  provides  the  oppor tun i ty  for  Wes te rn ' s  s tudents  to  ga in  
va luable  work  and  l i fe  exper ience .  The  AS Legal  Informat ion  Center  (LIC)  i s  a  conf ident ia l  
and  non- judgmenta l  resource  for  s tudents  seek ing  informat ion  about  the i r  l ega l  r igh ts  

and  respons ib i l i t i es .  The  LIC works  to  he lp  s tudents  make  informed choices ,  to  
encourage  s tudents  to  take  an  ac t ive  ro le  in  the i r  own lega l  i s sues ,  and  to  ac t  as  an  
in formal  pre law advisor  to  those  s tudents  in te res ted  in  lega l  careers  th rough peer  
educa t ion ,  p rograms and  events ,  and  var ious  resources .

Terms of Position
This  i s  a  th ree  quar te r  pos i t ion .  This  pos i t ion  begins  the  Monday  two weeks  before  the  
s ta r t  o f  c lasses  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  works  an  average  of  10  hours  per  week .  The  pos i t ion  ho lder  may 
work  more  some weeks  and  less  o ther  weeks  depending  on  the  of f ice ' s  needs .  The  
pos i t ion  ho lder  i s  ne i ther  requi red  nor  expec ted  to  work  dur ing  in te rsess ion ,  win te r  

b reak  or  spr ing  break .

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 raduates .

•  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 .

Preferred Qualifications

•  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  on  Western ' s  

campus  and  in  the  Bel l ingham communi ty .

•  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 .

•  Bas ic  knowledge  of  depar tment  and  pos i t ion  spec i f ic  respons ib i l i t i es .

•  Abi l i ty  to  work  f lex ib le  hours .

•  Knowledge  of  o r  exper ience  wi th  event  p lanning .

•  Knowledge  and  pass ion  about  lega l  i s sues  and  top ics

•  Abi l i ty  to  c rea te  a  space  tha t  makes  people  fee l  welcome a t  events  and  a t  the  of f ice .

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  Being  knowledgeable  of  the  AS organiza t ion  and  i t s  genera l  opera t ions .

•  Ensure  the  cont inu i ty  and  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

Resource and Outreach Programs Responsibilities

•  Empower  and  suppor t  the  Assoc ia ted  S tudents  membersh ip  wi th  in format ion ,  ac t iv i t i es  

and  peer  educa t ion  by:
о  Maln^mft§-at4east-6-fegujar-pested-effi€e-hews for  s tudents  to-o#tee-offtee 

sa-f-e-spaee-r-a ccess resources .a  nd  se  e-k-p eer-e do cat i  oro M a  i  n  t  a  i  n  i  n  g  a t  l eas t  8  

regular  pos ted  of f ice  hours  for  s tudents  to  u t i l i ze  of f ice  sa fe  space ,  access  
resources ,  and  seek  peer  educa t ion .  

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  Provid ing  a  conf ident ia l ,  sa fe ,  and  inc lus ive  space  for  s tudents ,  
о  Main ta in ing  c l ien t  conf ident ia l i ty  in  conversa t ions ,  wr i t t en  cor respondence ,  and  

any  o ther  forms  of  communica t ion ,  
о  Updat ing  of f ice  l ib ra r ies ,  magaz ine  and  journa l  subscr ip t ions ,  and  contac ts  for  

l ib ra ry  ca ta loguing .

•  Ensure  the  smooth ,  e f fec t ive  opera t ions  of  the  Resources  and  Out reach  Programs by:
о  A-t-tending-week-l-y-RQP sta ff m eet in gs, eff tc-e-eh-eek- i n s, а-n dan y a dd-i-tiepal

ëoftart m en ta  I  a  eti-vrtresr
o  Promot ing  teamwer  k-apcPee-lfeboratiorv-t-h-reu-g-heut all the-RQ-P

ef f ieeSïPromot ing  teamwork  and  co l labora t ion  th roughout  a l l  the  ROP of f ices .  
о  Ass i s 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  

ROP involvement  in  campus  events  such  as  VU Late  Night ,  Red  Square  Info  Fa i r ,  
AS Job  Fa i r ,  and  the  Campus  Act iv i t i es  Showcase .



о Es tab l i sh ing  and  main ta in ing  ac t ive  work ing  re la t ionsh ips  wi th  o ther  ROP team 
members ,

•  Provide  the  mos t  re levant  and  e f fec t ive  resources ,  ou t reach ,  and  programming by:
о  Developing  and  main ta in ing  t rack ing  sys tems  in  order  to  assess  c l ien t  use ,  

f requent ly  asked  ques t ions ,  concerns ,  o f f ice  v i s i t s ,  and  o ther  usage  s ta t i s t i cs ,  
о  Col lec t ing  and  input t ing  of f ice  t ra f f ic  forms ,
о  Col lec t ing  and  input t ing  audience  eva lua t ions  which  should  inc lude

demographics ,  p romot ion  success ,  re levance ,  and  success  of  the  program in  
meet ing  needs  of  the  s tudent  body ,  and  o ther  impor tan t  s ta t i s t i cs .

Legal Information Center Responsibilities

•  Provide  educa t ion ,  soc ia l ,  and  communi ty  bu i ld ing  oppor tun i t ies  to  the  campus  

communi ty  by :
о  Ass i s t ing  LIC Coord ina tor  withOevefepwg ž-4^vente-oer-g-uafteroffice events

о  Co-sponsor ing  wrth-1-3 events  wi th  at-least-three-other ROP of f ices  in  the
academic  year ,  in consultation with the ROP Director, 

о Ensur ing  the  ba lance  of  educa t iona l  and  soc ia l  p rogramming of fe red  by  the  
of f ice .

•  Develop  and  enhance  the  teamwork ,  communica t ion ,  and  e f fec t iveness  of  the  Lega l  

Informat ion  Center  by :
о  At tending  a l l  o f f ice  meet ings  as  scheduled
о  Es tab l i sh ing  and  main ta in ing  an  e f fec t ive  work ing  re la t ionsh ip  wi th  a l l  LIC s ta f f ,  
о  P lan  shor t -  and  long- te rm goa ls  for  the  LIC wi th  of f ice  s ta f f  and  the  ROP Direc tor ,  
о  Cont inua l ly  rece iv ing  feedback  f rom par t ic ipants  o f  events  and  serv ices ,  
о  Main ta in ing  cont inua l  communica t ion  wi th  LIC s ta f f  and  in te rns  ou ts ide  of  

meet ings

•  Promote  lega l  re la ted  events  and  serv ices  to  the  campus  communi ty  by :
о  Being  aware  of  and  pos t ing  lega l  re la ted  events  to  appropr ia te  ca lendars ,  
о  Publ ic iz ing  Legal  Informat ion  serv ices ,  p rograms,  and  events  per t inen t  to  

pos i t ion  th rough soc ia l  ne twork ing ,  Publ ic i ty  Center  reques t s ,  and  o ther  
mediums.

•  Fos te r  work ing  re la t ionsh ips  wi th  per t inen t  campus  and  communi ty  resources  by :
о  Col labora t ing  wi th  a l l  l ega l  re la ted  c lubs  and  organiza t ions  on  campus ,  
о  Regular ly  communica t ing  and/or  cosponsor ing  wi th  appropr ia te  organiza t ions  

inc lud ing ,  bu t  no t  l imi ted  to :  WWU Career  Serv ices ,  WWU Pre law Advisor ,  WWU 
Center  for  Law,  Divers i ty ,  and  Jus t ice ,  Univers i ty  Pol ice ,  and  Law Advoca tes .

•  Crea te  an  a tmosphere  of  conf ident ia l i ty ,  inc lus ion ,  and  accuracy  wi th in  the  of f ices  and  

programs by:
о  Por t ray ing  a  d iverse  represen ta t ion  of  l ega l  i s sues ,  
о  S t r iv ing  to  inc lude  a l l  l ega l  i s sues  per t inen t  to  s tudents ,  
о  Assess ing  and  be ing  respons ive  to  s tudent ' s  needs .

Position Responsibilities

•  Use  s tudent  fees  in  a  respons ib le  and  proper  manner  by :



о Discuss ing  the  budget  and  p lans  wi th  the  LIC Coord ina tor  
о  Developing  quar te r ly  and  annual  budget  p lans  and  pro jec t ions  wi th  LIC 

Coord ina tor .

•  Empower  and  suppor t  the  Assoc ia ted  S tudents  membersh ip  wi th  in format ion ,  ac t iv i t i es  

and  peer  educa t ion  bý:
о  Ass i s t ing  in  the  coord ina t ion  of  es tab l i sh ing  shor t  and  long- te rm goa ls  wi th in  the  

LIC.
о  Regular ly  debr ie f ing  events  wi th  s ta f f  and  in te rns
о  Assess ing  the  needs  of  the  of f ice  in  order  to  be  more  inc lus ive  (books ,  v i sua l  

represen ta t ion ,  p rogramming top ics  and  mater ia l s ,  resources ,  e tc . ) .  
о  Being  ava i lab le  for  speaking  engagements  and  newspaper  and  rad io  in te rv iews  

as  needed .
о  Per forming  o ther  du t ies  as  needed  or  ass igned .

Wage
This  pos i t ion  wi l l  rece ive  a  Program Suppor t  S ta f f  2  wage ,  which  i s  approximate ly  $9 .32

' ißyDibi« ;
Reportage *

This  pos i t ion  repor t s  d i rec t ly  to  the-4egaf4nfef f i^ ienCenter  Coordinater-the Lega l  

Informat ion .  Center  Coord ina tor .

This job description is subject to change in accordance with the AS Employment Policy. 
The Associated Students is an Equal Opportunity Employer.

Revised by motion.


