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Executive 

Director

Application for 2006-2007
Name:      
Please turn in to the SGA office, 026 University Center

Applications due Wednesday, April 26, 2006 at 4pm

University of Wisconsin – Stevens Point

Student Government Association

Position Description

Position Title:

            Executive Director

Reports To:


President

Major Work Relationships:
SGA Executive Directors





Senators





University Administration and Staff

Paid Hours per Week: 
15 hours/week for 15 weeks during each semester.  Paid $210 bi-weekly stipend.
Position Requirements:
2.00 minimum GPA, enrolled in at least 6 credits at UWSP

Desired Skills:


Word Processing/Spreadsheet Knowledge

Organizational and Time Management Skills





Knowledge of Office Procedures

Familiarity with University Administration

Ability to Work Under Pressure





Some Financial Knowledge





Knowledge of Robert’s Rules of Order

Major Responsibilities:
-Coordinate all Senate meetings and record minutes

-Supervise all office procedures and ordering of supplies
-Organize Legislation passed by Senate

-Manage hard and electronic copies of everything

-Manage the SGA budgets (annual and SFO)

-Make all room reservations for SGA

-Coordinate SGA travel, including hotel room, vehicle reservations

-Attend Rules, Executive Board and Senate Meetings





-Form a working relationship with Administration
-Issue a weekly report
*Subject to Change

Application for Executive Director, 2006-2007
Name:      
Local Address:      

Local Phone:      
Home Address:       
Home Phone:      
Semesters remaining at UWSP      

GPA above 2.00?
 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
No

Major(s):
     
Minor(s):
      

Enrolled for 6 or more credits (undergraduate)?

 FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

Enrolled for 3 or more credits (graduate)?

 FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

References: (both must be from Stevens Point)

Name:      


Address:      


Phone:      

Relationship:       


Title:       

Name:      


Address:      


Phone:      

Relationship:      
 

Title:       

Please answer the following questions.  Number answers for clarity and write legibly; you may attach one page if necessary.

1. Why are you interested in being the Executive Director, and how will you benefit?

     
2. How do you feel that SGA and the students of UWSP will benefit by having you as Executive Director? 

     
3. Explain any word processor or spreadsheet (especially Excel) experience.

     
4. What do you feel qualifies you for this position? Feel free to include any special skills or experiences.

     
5. Is there anything else you would like the selection committee to consider?

     
Name (signed): ___________________________________________________________

Name:       

Date:       
(Printed)
