Cultural Center Application for Employment


Position: 


Night Manager 

Dates/Days Available: 
Fall and Spring Semester / Monday – Friday, 5:00pm – 9:00pm*




*Note: These hours are non-negotiable

Pay Rate: 


8.00/hr
Position Description


Primary Responsibilities:

· Clerical and Administrative duties as assigned by the Center staff including but not limited to answering phones and faxes, mailing correspondence via postal and electronic mail, making copies, typing memos, and sorting, filing and collating paperwork;

· Securing equipment, materials, doors and public areas between the hours of 5:00pm – 9:00pm, Monday – Friday;

· Covering the front desk at all times between the hours of 5:00pm – 9:00pm, Monday – Friday; 

· Completing checklist of rooms and equipment prior to the end of shift; 

· Representing the Cultural Center at meetings and events when requested;

· Attending Cultural Center meetings or events when requested;

· Ensuring that “public spaces” are neat, clean and orderly for guests and groups using the Center. Rooms include the front office (101), student work area (100), copy area, conference room, student lounge, and the Multi-purpose Room (MPR);

· Assist in checking the Cultural Center service account and reserving spaces;

· Assisting the Center with other tasks as assigned. 
This position requires someone positive, highly motivated, friendly, and articulate, and that has the ability to multi-task, and be a team player.  Must be able to lift 25 pounds as well as a strong attendance record.
Last name: 

First name: 

E-mail address:

Student ID#: 
............................................................................

CAMPUS ADDRESS (if applicable)
PO Box Number:

Room Number:

Residence Hall:

Campus Phone Number:
Cell Phone Number: 

............................................................................

PERMANENT ADDRESS (if applicable)
Street:

City:

State:

Zip Code:

Phone Number:

............................................................................

Classification:
FR
SO
JR
SR

Have you ever been employed or interviewed at the Cultural Center? 
Yes

No
If yes, when? :

Do you have other jobs on or off campus? 
Yes

No

If yes, how many hours do you work at the other job(s) per week?:
Please list, in your own words, the unique talents and strengths you possess:

Please describe the specific skills you have that would bring to this position:

Ex. computer skills, organizational skills, web design, foreign languages, etc.

Campus Employment Record (if applicable):

If you have worked at U of L on the Belknap, Shelby, or HSC campus, please indicate department name, start and end dates, type of job, and the name and phone number of your supervisor for each job.

In 75 words or less, succinctly explain why you want to work at the Cultural Center:

Number of hours per week you would like to work:

Note that the hours you list are not guaranteed, and that the combined number of hours for all jobs you work on campus cannot exceed 30 hours per week.

Please indicate which days you can work Monday – Friday between 5:00pm – 9:00pm:

Applications are only accepted electronically via the Cultural Center service account, cultural@louisville.edu. Please download the application, answer the questions and send to the service account. A staff member will confirm receipt of your application within 48 hours, and you will be contacted within five (5) business days to set up an interview or to inform you that we cannot offer employment at this time. 
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