Project Look Sharp

Student Employee Application

Administrative Assistant

Name:

Local Address/phone/email:

Major and expected graduation date:

Please indicate the year and semesters during which you are interested in working:

_______Summer   _______ Fall      _______Spring

Briefly describe previous work experience, especially with media/technology.

1. What’s been your favorite job so far, and why?

2. What are your strengths and weaknesses as an employee?

3. Do you have any media-related and/or education-related experience or interest specifically in media education?

4. Please give a phone contact for one previous employer, with his/her name and position.

5. How many hours a week are you interested in working? 

TECHNICAL SKILLS

Please indicate your level of experience with the following, using 

No—no experience    Beg.—beginning    Int.—intermediate    Adv.—advanced.

PLATFORMS: 


Mac _____(Project Look Sharp is Mac-based)  PC _____ 

APPLICATIONS:

Photoshop _____Indesign_____Word_____ Excel _____(Charts & Graphs) 




PowerPoint_____

WEB SKILLS: 


research____web updating (using Dreamweaver)_____




creating new pages/design_____




DATA ENTRY:


File Maker Pro____

Please fill out this form and return to Sherrie Szeto electronically (sszeto@ithaca.edu) or via regular mail (Project Look Sharp, Ithaca College, 1119 Williams Hall, Ithaca, NY). 

