STEP Assistants aid with the implementation of the Summer Transition Enrichment
Program, a seven-week academic and skill-building institute for a select group of incoming
first-year students. STEP Assistants serve as leaders, role models, and a support system for
the student participants, who reside on AU’s campus during the summer from Sunday, June
23, 2013 at 5:00 PM until Friday, August 9, 2012 at 5:00 PM. STEP Assistants must be
able to start employment on Monday, June 3, 2013 and work until Monday, August
12, 2013.










Serve as positive role models for STEP students by encouraging a healthy,
responsible and well-balanced life-style.
Promote a unified sense of community among the STEP students by creating and
implementing cultural, educational, and social activities both within the residence
hall and in Washington, DC. Coordinate select programs, such as community
service/community-based learning projects, community building activities, etc…
Advise STEP students on their transition to college life and being at AU.
Provide administrative assistance to the Center for Diversity & Inclusion in all
aspects of STEP, including, but not limited to scheduling, programming, logistics,
and evaluation.
Report conflicts between students and mediate next steps, in consultation with
Center staff and other pertinent campus partners.
Enrollment in a degree program at American University and have a minimum GPA of
3.0.
Flexible availability for the entire 10-week employment period from Monday,
June 3 to Monday, August 12, 2013 and must be available for a flexible
schedule during STEP, including evenings. These dates include training sessions
prior to STEP, as well as closing activities after STEP.

By submitting an application for this position, you agree to the following expectations.
 You will attend and fully participate in all training programs.
 You will work 35-40 hours per week and avoid additional commitments which
conflict with work duties.
 You will reside on the designated STEP residence hall floor (in your assigned room).
No exceptions.
 You will work productively, individually, and collaboratively with fellow team
members.



You will value diversity and demonstrate a strong understanding of STEP, its
purpose, and your role in the program.
 You will be flexible and positively adapt to new situations and people.
 You will maintain the confidentiality of program participants.
What are we looking for in a STEP Program Assistant?
 Strong candidates typically have a proven record of academic excellence and time
management skills. In addition, they exhibit leadership, take initiative on projects,
can motivate others to act, are professional, value customer service, and have
experience programming and administrative skills
 Demonstrated ability to connect with diverse student populations
 Demonstrated willingness and ability to help others positively adapt to new
situations
STEP Assistants receive $11.00 per hour and work 35 – 40 hours per week. These
hours may include evening and weekend work. All payments are taxable by the federal
government. If you are receiving financial aid, please discuss how your aid may be affected
with a financial aid counselor prior to applying for and accepting the position.
STEP Assistants receive a double-occupancy room in a residence hall for the 10-week
employment period. STEP Assistants live on the same floor with the STEP participants,
but do not live with any STEP or other students during their tenure of employment.
Assistants must adhere to the University guest policy and may not host long-term guests in
their room.
All applicants must submit a completed checklist, cover letter, two short essays, an
updated resume, your availability for an in-person interview, and the contact
information for two references. Applications will be reviewed on a rolling basis.
Please see the attached checklist for more information.
 February 4, 2013: Applications must be submitted to the Center for Diversity &
Inclusion (Mary Graydon Center, Room 201) by 12:00 PM.
 February 6 – February 15: In-Person Interviews
 February 20: 2013 STEP Assistants will be notified
In-Person Interviews: Students selected for an interview will be required to meet with the
Center for Diversity & Inclusion staff and campus partners. For this interview, you should
prepare a 5 – 10 minute presentation that discusses why you are a strong candidate
for the position, as well as touching upon the short essay answers submitted.
Contact the Center for Diversity & Inclusion at 202-885-3651, cdi@american.edu, or Mary
Graydon Center Room 201.

Name: _______________________________________
AU ID: _______________________________________

PLEASE ATTACH THIS CHECKLIST TO YOUR APPLICATION MATERIALS.

 Cover Letter
o Your cover letter should tell us why you are interested in this
position. How does being a STEP Assistant factor into your future
goals? What are you hoping to learn in this position? What kind of
STEP Assistant would you be?

 Resume
o Your resume should include your cumulative GPA, graduation
year, and academic school, as well as your major and minor.
o It should also highlight past work experience and leadership
experience.

 Contact Information for Two References

o Please submit the names of two people that can speak on your
behalf. List their names, relationship to you, and their e-mail or
phone number.

 Interview Availability

o Please list three one-hour time slots that you are available for an
in-person interview from 2 – 5pm from February 6 – 15, 2013.

 Signed Acknowledgement
o I have read and understand the responsibilities, qualifications and
expectations required of a STEP Assistant. I further understand
that, in order to ensure that I am in good academic and judicial
standing, the Center for Diversity & Inclusion reserves the right to
review my academic and judicial records at American University.

Signature:

____________ Date:

________

