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POSITION ANNOUNCEMENT

	POSITION:
	State 4-H Office Iowa State Fair Summer Communications Program Assistant


	RESPONSIBILITY:
	1. Scheduling of 4-H Communication events (Educational Presentations, Working Exhibits, Share The Fun, Extemporaneous Speaking) for Iowa State Fair.

2. Develop orientation packet for State Fair 4-H youth staff and volunteers assisting with communications.

3. Handle organizational details connected with communication programs, i.e. daily schedules, judging notebooks, evaluation forms, presentation room supplies, etc.

4. Assist with planning and organizational details for special 4-H programs and activities.

5. Maintain accurate records, enter judging results in database, and prepare needed summary reports.  

6. Assist with participant and judges orientation programs.

7. Other duties as assigned. 



	QUALIFICATIONS:
	1. Ability to communicate orally and in writing to youth and adults.  

2. Experience working with groups.

3. Experience in organizing activities or events in school, church, or community.

4. Knowledge and experience as a member or volunteer in the Iowa 4-H program is desirable.  

5. Basic computer skills. Knowledge of MS Office products desirable. 

6. Interest in Extension as a career is desirable.  

7. Minimum of one (1) year post-secondary education.



	EMPLOYMENT DATES:
	Part-time May 16 thru August 26; 14-16 weeks, some flexibility in hours/days.  Starting date negotiable.



	SALARY:
	$7.50/hour minimum



	ACCOUNTABILITY:
	Report to Mitchell L. Hoyer, 4-H Youth Development Program Coordinator; mhoyer@iastate.edu; 294-1531.  



	APPLICATION:

Please include a résumé and cover letter with your application.
	Available at State 4-H Youth Development Office, Extension 4-H Youth Building, ISU, Ames  IA  50011-3630, or on-line http://www.extension.iastate.edu/4H/StateFair/.  Return by mail or hand-deliver to same.



	APPLICATION DEADLINE:
	March 4, 2011 (or until position is filled)



Return by March 4 to:

4-H Summer Employment

Extension 4-H Youth Bldg-ISU

Ames  IA  50011-3630

Fax:  515-294-1047

4-H Summer Employment Application and Personal Information









Date Returned:  

I. Personal Information
Please attach a resume including names and addresses of three (3) references.

Name (please print   

     or type)
Last


First

Middle


Maiden

Present address 




RR/Box/Street

City

St
Zip+4

Cell Phone # w/area code

Permanent address 




RR/Box/Street

City

St
Zip+4

Phone # w/area code

E-mail address 


· Position available:     FORMCHECKBOX 
  Communications   

· Date you could start work 



Last day you could work

· Do you plan to enroll in summer classes? 
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

If yes, number of credit hours


(or part/full-time)

· Do you have a valid state driver’s license? 
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No 

Or can you obtain one? 
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

· Do you have a car? 
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No 

Or access to one? 
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

II. Education

High School:

Year graduated:

Class rank:

Name of College or University
From
To
Undergraduate Major
Grade Point
  

List courses taken that are related to:
· Delivery of Educational Programs:  

· Communication Studies:  

· Human and Individual Development:  
List college honors received:  

List extracurricular activities:  

Probable graduation date:




III.
Previous Experience Record:  List chronologically, work for which you have received regular payment.  Include part-time work done while attending high school and college, entering last jobs held, more recent first.  

	Employer  

	Job Title  
	Date Started  

	Date Left  


	Employer’s Address  

	Duties  
	Starting Rate of Pay  

	Final Rate of Pay  


	Supervisor’s Name  

	
	Reason for Leaving  

	Employer  

	Job Title  
	Date Started  

	Date Left  


	Employer’s Address  

	Duties  
	Starting Rate of Pay  

	Final Rate of Pay  


	Supervisor’s Name  

	
	Reason for Leaving  


Office skills:  
Public speaking experience (including college):  
Experience in preparing news releases, publications, presenting radio broadcasts, organizing events:  
Number of years actively engaged in youth programs:  4-H

Boy/Girl Scouts

Campfire Girls

FHA/FFA

Others (please specify)
State briefly why you desire this position and what special skills you have.  
State briefly your professional plans for employment after graduation.  
Applicant’s Signature





Date 
Please attach a resume including names and addresses of three (3) references.  Send or drop off by March 4.

4-H Youth Development


Extension 4-H Youth Building


Ames  IA  50011-3630


515/294-1519


FAX:  515/294-1047








Extension programs are available to all without regard to race, color, national origin, religion, sex, age, or disability.

