


Global Village Community Assistant Checklist 
 

 
The following is included in my application: 
 
_____   A cover letter  
 
_____  My resume 
 
_____  Program Agenda 
 
_____ I have asked the following persons to write a reference letter: 
 
Name  and Title: ______________________________________________ 
 
Name  and Title: ______________________________________________ 
 
_____  A signed grade release waiver 
 
_____ A completed Spring 2012 schedule that notes my availability for 

interviews. 
 



 Marquette Global Village at Campus Town West 

Community Assistant Position Description 
2012-2013 

 

The Community Assistant (CA) in the Marquette Global Village at Campus Town serves as a leader in 
the Global Village to help develop community, assist with recruitment and training, and act as a resource 
and point person for Ambassadors, international students, and Marquette offices. The Community 
Assistant is immediately supervised by the Area Coordinator for University Apartments, but will 
collaborate with other Residence Life staff members on a regular basis, including the Associate Dean for 
University Apartments & Off Campus Student Services and the Apartment Manager staff. The 
Community Assistant position is a 9-month appointment, beginning August 1, 2012. 
 
QUALIFICATIONS 
The Community Assistant should have at least one semester study abroad experience, one semester of 
experience as a Global Village Ambassador or CommUNITY floor member, or have significant 
experience working in a community living environment. Further, applicants should have at least one 
year of previous work experience, demonstrating good organizational and management skills. CAs 
should have junior, senior, or graduate standing with the University, and need to maintain a cumulative 
grade point average of 2.50 or higher. Residency in the university apartments is also required. 
 
SPECIFIC RESPONSIBILITIES 
The specific responsibilities of this position would include, but are not limited to: 

A. Assist with Community Development 
• Coordinate the programming efforts of the Global Village with the Ambassadors 
• Communicate with other university organizations (MUSG, Multicultural Center, 

International Center, etc.) to partner in larger events 
• Compile reports on programming efforts for record keeping 
• Coordinate “Welcome” efforts for international students during move-ins in 

August and January 
• Coordinate “Farewell” efforts for international students during move-outs in 

December and May 
• Serve as a mediator for roommate conflicts or cultural miscommunication 
• Organize and attend weekly Ambassador meetings 
• Distribute and collect semester evaluations from Global Village members 
• Support Ambassador programming efforts by attending regularly planned events 

 
B.  Assist with Recruitment and Training of Ambassadors 
• Design and staff a Global Village table for O-Fest and International Day 
• Assist with interviews of Ambassador candidates 
• Assist in planning of six training days (March (1), April (1), August (3), January 

(1)) 
• Work with Office of Campus International Programs to find volunteers for 

International Orientation 
 
 
 



 
C. Serve as a Resource  
• Serve as a liaison between the students and Office of University Apartments & 

Off-Campus Student Services 
• Meet bi-monthly with Area Coordinator for University Apartments  
• Attend weekly Apartment Manager meetings 
• Maintain inventory of “Global Village Closet”  

 
Remuneration 
The compensation for this position includes a one-bedroom apartment in Campus Town 
West. Community Assistant may choose to have a roommate, however, the roommate is 
responsible for his/her portion of the rent (50%). Community Assistant will receive a bi-
monthly monetary stipend of $52.  




