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Thank you for your interest in the Preview Counselor position. Please read the contents of this document carefully. 
PREVIEW COUNSELOR JOB DESCRIPTION

What is a Preview Counselor?

Preview Counselors are current undergraduates involved with virtually every aspect of Old Dominion's orientation program for new students and their parents. Preview Counselors are different than tour guides, who work for the Office of Admissions.
What skills and qualifications are required?
 

Broad knowledge of and dedication to ODU, ability to communicate and relate well with all people, leadership, patience, problem-solving ability, common sense, enthusiasm, personal warmth, and a positive attitude. You'll learn the rest in training!

JOB EXPECTATIONS

Preview Counselors must:

1. 
Be committed to academic excellence and integrity. 

2. 
Be supportive and actively committed to the mission and purpose of Old Dominion University, including marketing of the institution in a highly positive manner.

3. 
Attend and successfully complete all training sessions.

5. 
Participate in all Freshman, Transfer, and Midyear Previews as well as required Week of Welcome events.  

6. 
Attend all staff meetings.

7.
Be knowledgeable of facilities, services and programs on campus and possess the ability to communicate this information to new students and parents.

8. 
Assist with the preparation of materials distributed during Preview.

9.
Be visible and available to all Preview participants and maintain standards of personal conduct and dress that serve as good examples of Preview participants.

10.
Attempt to prevent crisis and problem situations before they develop; keep immediate supervisors informed of these problems, and if necessary promptly report concerns and problems to appropriate University officials.

11.
Assist Academic Advisors with course scheduling and registration procedures during Preview.

12.
Support and emulate the University’s commitment to affirmative action and equal opportunity.

13.
Perform other duties as assigned by the Director, Assistant Director, or Office Manager of Student Transition and Family Programs.

14.
Possess an ability to understand others as well as be highly flexible in a variety of situations; Dependability and timeliness in work habits are required.
15.
Abide by all policies and procedures established in the Housing and Residence Life Handbook, Housing Agreement, and University Student Code of Conduct.

The performance of these responsibilities is essential for a successful program. Failure by a Preview Counselor to perform these duties, including failure to execute all Preview activities or being absent without notice, can result in dismissal.

Mid-Summer Evaluations:

All Preview Counselors will be evaluated by the Assistant Director of New Student and Parent Programs during the summer. During this one-on-one meeting, strengths and areas for improvement will be identified. Preview Counselors who meet or exceed expectations and improve during the summer may be considered for extended opportunities during the fall semester.
MINIMUM QUALIFICATIONS

In order to be considered for the Preview Counselor position, you must:

1.
Be an Old Dominion University student who will be enrolled in undergraduate courses during Spring 2013 and Fall 2013. We will confirm your registration status for both semesters.

2.
Have a minimum Cumulative Grade Point Average (GPA) of 2.5, though 2.75 is preferred. We will confirm your cumulative GPA at the time of application and at the conclusion of the semester. 
3.
Have no active judicial sanctions on your academic record. This includes judicial sanctions that are in progress or incomplete. We will communicate with the Office of Student Conduct and Academic Integrity to confirm this information.

4.   
Be available for Preview Counselor training and all Preview sessions with limited exceptions.

COMPENSATION & BENEFITS

Salary: $8.50/hour for a 4-day Preview Counselor summer training week, 14 one-day Freshman Previews, 7 one-day Transfer Previews, 2 one-day Midyear Previews (December and January), and required Week of Welcome activities. 
Room: A furnished room will be provided in a residence hall on campus (tentative: The Inn). This room will be available from June 9 through August 11. Preview Counselors may elect to live off-campus. Parking decal costs are not covered by the office.  

Meals: Meals will be provided when Preview and summer Preview Training are in session.  Preview Counselors are supplied with $250 Monarch Plus dollars to offset costs of meals at other times. 
Convenience: While serving as a Preview Counselor, you may take online or evening summer courses if they don’t conflict with our training and work schedule. You may also work another part-time job, as long as it doesn’t conflict.

Friendships: You'll work on a close-knit team. You'll also meet thousands of new students! 

Excitement: From training sessions with the Outdoor Adventure Program to speaking in front of hundreds of people, you'll have plenty of fun and opportunities to stretch your limits!  

Skills: You'll gain experience with public speaking, mentoring, teaching, leadership, and problem-solving. 

Networking: The position often leads to other leadership or employment opportunities on campus!

PREVIEW COUNSELOR TRAINING
Spring Seminar: Thursdays, 3:30-5:30 p.m., on March 21 (Chesapeake Room), March 28 (Virginia Rice Webb Room), April 4 (Chesapeake Room), April 11 (Chesapeake Room), April 18 (Chesapeake Room), April 25 (Virginia Beach Room) 
Summer Training: June 10-13, 2013, 9:00a.m.-5:00p.m. (Cape Charles Room)
PREVIEW DATES
On Preview dates, you will work approximately 7:00a.m.-5:00p.m. If you’d like to see the dates, please request them from our office. We don’t publish them on our website until mid-March.
APPLICATION PROCESS

Step 1: Attend an information session (strongly recommended)

Tuesday, November 20, 2012, 12:30 p.m. - 1:15 p.m., Virginia Beach Room (Webb)

Thursday, January 17, 2013, 12:30 p.m. - 1:15 p.m., Virginia Beach Room (Webb)

Step 2: Submit your application online 
The application is due at 5pm on January 22, 2013. It should be submitted on the Student Transition and Family Programs website: http://www.odu.edu/ao/preview/previewcounselors.shtml Please take your time and answer all questions completely. We suggest composing your answers in a program such as Microsoft Word and pasting them into the online application. 
Step 3: For applicants who are invited to a group interview
We’ll email you and ask your preference for a group interview date. The options will be February 5, 6, and 7 2013 from 6:30-8:00 p.m. Our office will contact you through student email to confirm your assigned date and give you the location. 
Step 4: For applicants who are invited to an individual interview
We’ll email and ask your preference for an individual interview date. These will take place around the week of February 11, 2013.
Step 5: Receive a decision email

We’ll send decision emails in late February or early March. There are 2 types of offers: job offers and alternate status offers. If we cannot offer you a spot on the staff, we’ll encourage you to apply again next year.

Questions? Contact Kate Griffin at akgriffi@odu.edu or 757-683-3428.


