	JOB DESCRIPTION

	Date Received: ____________________     Date to Post: ____________________          

	POSITION INFORMATION

	Job Title: _________________________________________________________________________________

Job Description (Duties and Responsibilities): ___________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

Required Major/Degree: ____________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

Desired Major/Degree: ______________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

Required Qualifications: ____________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

Desired Qualifications: _____________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

Please circle those that apply:

          Job Position Rate of Starting Pay:    (Is this position an Internship?  ____Y  ____N)

                      Unpaid          Paid    $_________ per  (check one) __hour__  week__  bi-wkly__ month___ year
          Available for Academic Credit:            Yes      No

          Period of Employment:  Fall 20___       Spring 20___      Summer 20___      Academic Year 20___      Ongoing

          Job Level:          Full-time        Part-Time       Other: _______________________________________________
          Is There a Chance for Employment after Internship?  Yes        No       Other: ____________________________
          Desired Class Level:       Freshman          Sophomore          Junior          Senior 

                                                  Grad student/MBA          Other: ____________________________________________


	JOB DESCRIPTION, PAGE TWO

	

	COMPANY INFORMATION

	Company Name: __________________________________________________________________________________

Supervisor Name: ________________________________________________________________________

Supervisor Title: _________________________________________________________________________

Department: _____________________________________________________________________________________
Company Address: ________________________________________________________________________________

City: _______________________________  State: _________________________  Zip: _________________________

Phone: __________________________________________  Fax: __________________________________________  

Website: ________________________________________   Email: _________________________________________

Company Description (required): ____________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

​​​​​________________________________________________________________________________________________

Is your company a non-profit organization:          No           Yes

Is the position at a different location:                 No           Yes             If yes, where? __________________________
Is this position located nationwide:                     No           Yes



	APPLICATION INFORMATION

	Application Deadline: ______________________                                                                                                           
Please circle all that apply:                                                                 
     Application Process:

                            Cover Letter          Résumé              GPA              Phone Interview         In-Person Interview
     Send resume by:

                             Email                     Fax                    Mail              In-Person                     Other: __________________

Other Information: ________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________


