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Being a front desk student assistant is more than just answering phones and scheduling appointments. Front Desk staff will demonstrate an investment in the overall service of Undergraduate Student Recruitment’s visitors. This is considered a professional working environment, often the first impression that a student, family or visitor to the institution may have. The front desk plays an intricate role in the success of Fresno State’s recruitment. The desk assistants are in essence the "face" of Fresno State, managing many day-to-day functions that are crucial to the success of our department. Front Desk Assistances are responsible for all administrative tasks that occur at the front desk. You’re the face of Fresno State to prospective students and important community members. If you are excited about Fresno State and have a passion for changing lives, we encourage you to apply!
We Are Looking For Students Who: 
· Are articulate, professional and responsible
· Share a strong enthusiasm for Fresno State
· Are positive and outgoing 
· Maintain confidentiality as it relates to student records (FERPA ACT)
· Work well with individuals and groups 
· Know our campus and departments, its events and activities 
· Can address all questions optimistically
· Be able to think on their feet to answer question correctly
· Reflect the diversity of our student population
· Mix easily with others and maintain a professionalism at all times
· Are active in the bulldog community
· Customer service: excellent oral and written communication skills 
· Answering and calling people using multiple phone lines
· Answering emails 
· Receive, process, distribute incoming and outgoing mail 
· On-campus office distributions
· Schedules appointments, check in students for a team of professional staff and tours
· Intermediate to advance computer skills using MS Word, Excel, and in-house applications (Zimbra, Hobsons Radius)
· Know how to use standard office equipment (fax, copiers, scanners, computers)
· Multitasks with interruptions, in a fast paced environment
· Maintain and stock office reception area
· Work Monday-Friday 8-5, occasional Saturday. Maximum 20 hours per week for spring and fall semesters. Winter and summer break possibility of more hours
· Complete other duties as assigned by the Program Assistant 
· Timely and available to work in blocks of time 
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Apply Now
Applications need to be submitted for first review by May 20, 2016 we will continue to review application after this date until position is filled. This position pays $10.00 an hour.
3 ways to submit completed application (1) Online at bulldoglink on the Career Development Center website (2) Turn it in person to UC100, attention Christine (3) by email to crotzinger@csufresno.edu. 
All applications received must have the following to be considered complete:
1. Application
2. A cover letter 
3. A copy of your resume
4. A copy of your unofficial transcripts
Newly hired Front Desk Assistants are trained by your supervisor and seasoned mentors on all aspects of the job including and customer service.
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Application: Undergraduate Student Recruitment Desk Assistant  
Please print or type. All application areas must be completed. Please attach a, cover letter, resume, your unofficial transcript showing proof of enrollment and GPA with this application. Incomplete application will not be considered. Resumes will not substitute for a completed application. (Ways to submit completed application (1.) online at bulldoglink on the Career Development Center website (2). In person to UC100 attention Christine (3) by email to crotzinger@csufresno.edu. Applications need to be submitted for first review by May 20, 2016 we will continue to review application after this date until position is filled.

Name___________________________________________________________________ 

Address________________________________________________________________
_
City __________________________ State _____________ Zip ___________________ 

Contact Phone Number ________________________________        

Contact e-mail Address: __________________________________________________ 


CSUF ID# ___________________         Current Class Level _____________________                       

Expected Graduation Semester & Year ______________   Overall GPA___________ 

Have you requested work-study? ___________________ 

Do you speak another language? If yes which language? ________________________

Please answer the following questions. If you need more space please use a separate piece of paper. 

1. Tell us about your general office experience qualities or skills do you think you would bring to this position, and why do you think they would be helpful in this role? 

2. What do you view as professional behavior while working the information desk? 


3. What might be a responsibility of the Desk Assistant position you may find challenging, and why? 


4.  What do you think of when you hear the word "ethics"? How do you define ethical behavior for yourself


Fresno State Tour Guide Application Con’t

Work History: 
Please list prior work experience and/or volunteer experience (last job first): If you need more space please attach a separate sheet.
	From 
	To 
	Job Title & Description 
	Address & Telephone 
	Employer/Supervisor 

	From 
	To 
	Job Title & Description 
	Address & Telephone 
	Employer/Supervisor 

	From 
	To 
	Job Title & Description 
	Address & Telephone 
	Employer/Supervisor 




List three (3) references that may be contacted to comment on your abilities: Name, Occupation, Phone # 
1. _____________________________________________________________________ 
2. _____________________________________________________________________ 
3. _____________________________________________________________________ 

Please check the hours you are available to work during the fall semester: If you already registered for classes, please attach a copy of your class schedule.
	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday  

	8:00am-9am
	
	
	
	
	
	

	9:00am-10am
	
	
	
	
	
	

	10:00am-11am
	
	
	
	
	
	

	12:00pm-1pm
	
	
	
	
	
	

	2:00pm-3pm
	
	
	
	
	
	

	3:00pm-4pm
	
	
	
	
	
	

	4:00pm-5pm
	
	
	
	
	
	














 

I confirm that the information provided above is true to the best of my knowledge, and I understand that information found to be false can jeopardize my chance of being hired for this position.

________________________________                           ______________________________
Signature  						Date

Undergraduate Student Recruitment Desk Assistant Application Checklist:
1. Application
2. A cover letter 
3. A copy of your resume
4. A copy of your unofficial transcripts
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