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Dear Titan,

Are you an outgoing, energetic individual who is interested in gaining real world experience? Are you motivated by working on an active and growing team? Do you remember how many questions you had when choosing a university? Would you like to represent Mihaylo College of Business and Economics at graduate fairs and events? Can you see yourself selling the Mihaylo graduate programs both on and off campus?
The Office of MBA and Graduate Programs has openings throughout the year for several students to gain valuable experience, while representing Mihaylo to prospective business graduate students. The Recruitment Ambassador program is an opportunity for real world entry-level experience in sales and marketing, by being a recruiter for the MBA and MCBE graduate programs. 
Every year hundreds of students look for an MBA program to enhance their career. They look for opportunity. They look for a strong return on their investment. They look for a university focused on the future of business. What can a career look like with a Mihaylo degree on a resume? You could be helping prospective students answer that question today.

Applications are accepted at a variety of time periods across the year for the Recruitment Ambassador program. Please review the attached job description and application and let me know if you have any questions. Interviews will be offered to select applicants based on qualifications and quality of application.
Our department works with a dynamic group of CSUF students who build their own professional skills by guiding prospective applicants through the benefits and opportunities of a Mihaylo graduate degree. What experiences will be on your resume when you leave Cal State Fullerton? Are you ready to work and lead?
Deanna K. Shoop

Associate Director, Recruitment and Admissions
MBA Programs
Ready to work. Ready to lead.
Recruitment Ambassador
On-Campus Student Assistant Position

Brief Description
Perform a variety of recruitment functions for the Office of MBA and Graduate Programs within the office, as well as throughout the community. Build professional relationships with prospective applicants, members of the community and university colleagues, both on and off campus. Serve as an official university representative at graduate fairs and community events. Participate in call campaigns to follow up on prospective applicant leads. Assist with development and implementation of current and prospective student events.  Perform clerical duties to ensure the success of day to day operations of the recruitment team and the department.

Hiring Procedures

Application Deadline: Open – Interviews are offered approximately four time a year
Interviews: Offered to select applicants based on qualifications and quality of application

Reference Form: Due on the day of interview

Time Commitments and Requirements
· Student Assistant position - Open to undergraduate and graduate students

· Training will be included in work hours
· Work hours will be scheduled around your class schedule
· A minimum commitment of 10 hours per week; Opportunity to grow to 20 hours per week
· Requires a few evenings and weekend days throughout the year for fairs or events

· No work hours will be required when the campus is closed
· $11.00 per hour

Application
Please submit the attached application through email or in person to our Recruitment Specialist at mba@fullerton.edu or to the Office of Graduate programs at SGMH 4210.

For More Information

Recruitment Specialist, MBA Programs

Mihaylo College of Business and Economics
mba@fullerton.edu
(657) 278-1020
Recruitment Ambassador
Duties, Responsibilities and Qualifications   

Duties and Responsibilities (Training provided)
· Represent CSUF and Mihaylo College of Business and Economics in a professional, positive and polished manner, sharing personal university experiences as appropriate

· Participate in and represent the college, the MBA program, and other MCBE graduate programs at regional graduate/professional fairs and other offsite recruitment events

· Conduct and assist at on or off campus Information Sessions

· Conduct campus tours and visits with prospective students

· Participate in call center activities with prospective and admitted students

· Participate in scheduled events that include prospective and admitted students

· Maintain up-to-date knowledge regarding the MCBE graduate programs

· Conduct research and prepare reports to assist in maintaining a competitive recruitment program
· Maintain a high level of customer service through email, phone and in-person inquiries

· Maintain positive relations with career centers, universities and businesses

· Attend and participate in all training sessions and team meetings

· Support the day-to-day operation of the MBA and Graduate Program Office

· Perform general clerical office duties; phone/e-mail, maintaining departmental organization, preparation of mailings, etc.

· Other duties as assigned

Qualifications   
· Experience in communication and/or public speaking techniques

· Must have a demonstrated interest in continuing to improve the graduate programs through the quality of applicants and enrolled students

· Must have the ability to work in a multicultural setting

· Experience in working with a diversity of individuals to include age, ethnic background and educational experience

· Knowledge of program and admission requirements (Training provided)

· Minimum GPA: 2.5 Undergrad, 3.0 Graduate

· Upper division or graduate level status preferred

· Must be willing to assist with event planning and other areas within the department
· To participate in office campus graduate fairs, must have your own car, current auto insurance and valid driver’s license and be willing to travel in the Southern California region. Mileage reimbursements are paid.

· Interview will include a five minute mock presentation designed to recruit students to a program, organization or the university, based on the applicant experience (No research required)
Recruitment Ambassador – MBA and Graduate Programs
Application 

Applicant Name  

Local Address 

Local Phone





Cell Phone

E-mail






CWID  

Permanent Address  

Permanent Phone


Expected Year of Graduation

Major  



# of Completed Semesters at CSUF
Current Overall GPA




How did you hear about the position?

Please attach a resume or describe your previous work experience:
(Additional sheets may be used if necessary)
Please list previous or current campus organization affiliations and honors:
Please briefly describe your experience in customer service, public speaking, and/or marketing:
Please let us know what specifically makes this an attractive position to you:
Interviews

Please give us a general idea of your availability for an interview. Shade in the times of the week when you are available to interview.
	
	8 a.m.
	9 a.m.
	10 a.m.
	11 a.m.
	Noon
	1 p.m.
	2 p.m.
	3 p.m.
	4 p.m.

	MON
	
	
	
	
	
	
	
	
	

	TUES
	
	
	
	
	
	
	
	
	

	WED
	
	
	
	
	
	
	
	
	

	THU
	
	
	
	
	
	
	
	
	

	FRI
	
	
	
	
	
	
	
	
	


References

After the application review, selected candidates will be offered an interview. This page is due at the time of that interview.

At least one reference who can speak on your communication or public speaking skills is preferred.

Please list three references who can speak on your behalf.
Name:






Phone: 

Relationship to applicant: 



E-mail:

Name:






Phone: 

Relationship to applicant: 



E-mail:

Name:






Phone: 

Relationship to applicant: 



E-mail:
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