For Office Use Only:
(NAME: LAST, FIRST)
East Central Unive rsity Li brary . (DATE APPLICATION RECEIVED)
STUDENT WORKER APPLICATION :mgx:gxeﬁate
APPLICANT INFORMATION Date hired:.
Start date:
Primary department:

v Complete and return your application to the Circulation Desk
v’ Attach a copy of your class schedule
v" If you have a resume, please attach it to the back of this application

EMPLOYMENT INFORMATION

Do I have to have work study to work at the ECU Library? What happens after | apply? Library supervisors review applications
The Library hires students with or without work study. submitted and contact students whose skills, work experience, and
schedules appear to match the available position in their unit.

How many class credit hours must | take to be considered

for a student worker position? Students must be scheduled for What do | do if I'm not hired this term? Applications are kept on file
at least 6 credit hours in the Fall and Spring semesters and 3 for an academic year. To keep your application current, submit an
hours during the Summer semester to qualify as a student updated class schedule each term.

employee during those semesters.

Name: ECUID: Application Date;
LAST FIRST MI

Local phone #: Cell #: Local address:

E-mail address: Home address:

Class standing: (circle one) Freshman Sophomore Junior Senior Expected graduation date:

What is your major? Minor? G.PA:

Have you turned in the Financial Aid (FASFA) packet to the Financial Aid Services office? (circle one) Y N

Do you have work study for this year? (circle one) Y N Amount? #Credit hours this term:
Do you have another job on campus? (circle one) Y N What department: Hours/week:
SKILLS/EXPERIENCE: Keyboarding/Typing (circle one): Y N Words per minute: Filing (circleone) Y N

Please describe any work experience you've had that is applicable to the position(s) you are applying for:

Please list any computer skills/experience including specific software programs:

Do you have any friends or relatives working in the library?

Please list three professional references:

Name: Phone #:
Name: Phone #
Name: Phone #:

(Complete other side)



Check areas of the library where you prefer to work (Library Department Descriptions listed below):

|:|Direct0r’s Office |:|Audi0visual

|:|Cataloging

[ ]...but 'l take any opening [ Prefer public service

Are you willing to work weekends? (circle one) Y N

Terms available forwork:  Fall Spring  Summer

|:|Circulation

[ ]Prefer clerical

Evenings? (circleone) Y N

|:|Government Documents |:| Periodicals
|:|I’d like either public service or clerical work

Holidays/Breaks (circleone): 'Y N

How many hours per week would you prefer to work?

STUDENT EMPLOYMENT OPPORTUNTIES

Audiovisual: Mon-Fri, 8am-5pm
Provide customer service, patron support, and directional service, also answer
telephones at the desk and route calls as necessary. TV/Video setups across
campus, LCD and laptop setups, other equipment setups as needed. Video to
DVD transfer, lamination, binding, poster printing, video and DVD inventory, and
other miscellaneous duties as assigned.

Circulation: All hours Library is open
Check-out and check-in library materials from circulation and reserve
collections, shelve books in the general collection, shelf read in assigned
areas of library stacks to maintain correct call number order and neatness,
provide customer service, patron support, and directional service at the
circulation counter; also answer telephones at the desk and route calls as
necessary, general cleaning duties as required, work on special projects as
necessary and other miscellaneous duties as assigned.

Government Documents: Mon-Fri, 8am-5pm
Create exchange lists, work with three classification schemes, pull items
(superseded, past expiration), re-locate documents, label, check-in
microfiche, organize vertical file, and other miscellaneous duties as
assigned.

Your class schedule (term/year):

Code your schedule with: W = Preferred work hours

A = Hours available to work

Cataloging: Mon-Fri, 8am-5pm
Place call number labels and stamps on books and other library
materials; take books to the appropriate areas for shelving, and
deliver books to individual librarians. Locate books on shelves to be
withdrawn. Unpack the textbooks each year and arrange on shelves
by publisher. Check off textbooks on textbook lists by ISBN number.
Help create call number for textbooks by using a cut chart, and other
miscellaneous duties as assigned.

Director’s Office: Mon-Fri, 8am-5pm
Answer the phone, take messages, gather and record problem logs
from ITV classrooms, log in mail to/from Distance Education sites,
Deliver mail from this office to on-campus departments, file,

help with travel claim forms, proof semester Distance Education
class schedules, and other miscellaneous duties as assigned.

Periodicals: All hours Library is open
Pickup, scan, and re-file used periodical material, pickup and deliver
library mail, shelf-read (check to see if materials are in order),
maintain micro readers and copiers (keep filled with paper, dust,
clean screens, etc.), and other miscellaneous duties as assigned.

C =Class time X =Hours you cannot work

8-9am 9-10am | 10-1lam | 11-12pm | 12-1pm 1-2pm 2-3pm

3-4pm 4-5pm 5-6pm 6-7pm 7-8pm 8-9pm 9-10pm

Mon

Tues

Wed

Thur

Fri

Sat

Sun

Please read carefully before signing — Incomplete or unsigned applications will not be accepted.
Any false, fraudulent, or misleading oral or written statement contained in this application and attached materials or made in the course of any related employment process, whether made by
me or by others at my request, may result in rejection of my application, denial of employment, dismissal from university service if discovered after employment, and/or prosecution for a crime.
| authorize East Central University to contact my present or past employers if necessary.

| certify and affirm that | have read and understand the above notice. | further certify that | personally completed this application and attached materials, or requested its completion, and that all
statements contained herein are true and complete to the best of my knowledge.

Signature: Date:

East Central University is an Affirmative Action/Equal Opportunity Employer
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