W LRIVERSLLY o Wsa EINGLON Work Study Job Description

Off-Campus Employers

Job Title of this Position Global Classroom Program Assistant
Name of Organization World Affairs Council
Website www.world-affairs.org
Job Location Address 2200 Alaskan Way, Suite 450
Seattle, WA 98121
Contact / Supervisor Bipasana Joshee
Phone Number 206.441.5910
E-mail bjoshee @world-affairs.org

Hourly Pay Rate (indicate arange) |$12 / hr

. Summer Only Academic Year Summer & Academic Year
Employment Period (7/1/2009 - 9/29/2009) (9/30/2009 - 6/11/2010) (7/1/2009 — 6/11/2010)
Summer: Academic Year:
Hours per week |:| Full time program 40 hrs/wk E Part time program up to 19 hrs/wk
[ ] Parttime program up to 19 hrs/wk

Nature of Business or Organization:

The World Affairs Council of Seattle, a non-profit, non-partisan organization, is the leading foreign affairs forum in the
Pacific Northwest. Since 1951, the Council’s purpose has been to promote greater understanding of global affairs in our
Puget Sound community through a balance of public events, educational activities and the international visitor program.

Duties and Responsibilities:

- Coordinate and staff professional development programs and special events for K-12 teachers and/or high-school age
youth.

- Research curriculum and resources to supplement professional development programs for educators.

- Coordinate & write bi-weekly email newsletter.

- Support Global Classroom fundraising efforts according to interest and opportunities.

- Coordinate the World Citizen Essay Contest.

- Attend Community and Global Classroom programs (typically late afternoons and evenings), and provide program
support.

Minimum Qualifications:

- Strong organizational and interpersonal skills

- Attention to detail

- Computer literacy and knowledge of Microsoft Office programs
- Excellent verbal and written communication skills in English

- At least 6 months experience working in office environment

- Experience working in a fast-paced environment

- Interest in global affairs

Educational Benefits:

- Experience in a non-profit organization

- Learn about global/international education

- Exposure to visiting international delegations from around the world

- Opportunities to attend lectures, panel discussions, and other educational events at no cost
- Complimentary membership to World Affairs Council

(For Work Study Office Use)

65
JOB NUMBER: 65WAC05 Program/Rate: FEDERAL % STATE %
2009/2010




	Phone Number:
	Email:
	IRS Tax Number of Organization: 

	Job Title of this Position: Global Classroom Program Assistant
	Name of Organization: World Affairs Council
	Website: www.world-affairs.org
	Job Location Address: 2200 Alaskan Way, Suite 450
Seattle, WA 98121
	Contact  Supervisor: Bipasana Joshee
	Phone Number: 206.441.5910
	Email: bjoshee@world-affairs.org
	Hourly Pay Rate indicate a range: $12 / hr
	Nature of Business or OrganizationRow1: The World Affairs Council of Seattle, a non-profit, non-partisan organization, is the leading foreign affairs forum in the Pacific Northwest. Since 1951, the Council’s purpose has been to promote greater understanding of global affairs in our Puget Sound community through a balance of public events, educational activities and the international visitor program.
	Duties and ResponsibilitiesRow1: - Coordinate and staff professional development programs and special events for K-12 teachers and/or high-school age   
   youth. 
- Research curriculum and resources to supplement professional development programs for educators. 
- Coordinate & write bi-weekly email newsletter. 
- Support Global Classroom fundraising efforts according to interest and opportunities. 
- Coordinate the World Citizen Essay Contest. 
- Attend Community and Global Classroom programs (typically late afternoons and evenings), and provide program 
   support. 
- Support on-going maintenance of the Global Classroom database. 
- Assist with other projects as needed. 



	Minimum QualificationsRow1: - Strong organizational and interpersonal skills
- Attention to detail 
- Computer literacy and knowledge of Microsoft Office programs
- Excellent verbal and written communication skills in English
- At least 6 months experience working in office environment
- Experience working in a fast-paced environment
- Interest in global affairs

Desired Additional Qualifications:
-	Interest or experience in education or teaching
-	Additional computer skills: Dreamweaver, Photoshop, Second Life, working with video


	Educational BenefitsRow1: -	Experience in a non-profit organization
-	Learn about global/international education 
-	Exposure to visiting international delegations from around the world
-	Opportunities to attend lectures, panel discussions, and other educational events at no cost
-	Complimentary membership to World Affairs Council

	FEDERAL: 
	STATE: 65
	Check Box1: Off
	Check Box2: Yes
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Yes
	Text7: 65WAC05


