Tasks and Instructions for Jobs Clinic Organizers and Assistants

Thank you for helping with UAB’s first Jobs Clinic which will be taking place this Saturday, April 16, 2011 in EB 146. Here are some announcements:
· Dr. Olmstead will be in EB 146 by 7:30 a.m. Doors should be open in 146 and 237, which is our overflow room.

· Attached is the final registration list with the contact information for the international students and scholars who have signed up.  This information is to be kept confidential and used only for purposes of the Jobs Clinic clinic.

· We are wearing “business casual” with the understanding that we will tell students to take it up a notch on a real interview day

· Lunch is optional and self-pay. However, we strongly encourage all of you to come along to lunch and help with conversation.  Attached is a pdf of Café Luigi’s menu. Although we will suggest some groupings by area of interest, all are free to sit wherever they like.

· Please be prepared to introduce yourselves in the Welcome portion of the morning to model for the students.  To help students include key information about themselves, we will have a template prepared. 

· Our “Small Talk game” will include some information that the students will gather from each other over the coffee break and lunch. 

· Skype mock interviews:

· The student will go to Dr. Olmstead’s office EB 102 about 5 minutes ahead of his/her appointment and wait in a chair outside the door. One facilitator will help the student with the equipment, will observe during the interview, and will make some helpful comments after the mock interview.  A second facilitator will go to Dr. Spezzini’s office to enact the role of interviewer with a list of the AARP questions. You will want to consult our registration form to see what the student is interested in and you may ask reasonable follow-up questions.  Dr. Olmstead has the keys for both offices and the list of the AARP’s interview questions.

· The Phone or Skype Mock Interview Practice Schedule is attached. The final schedule will be ready by 9:00 a.m. on the day of the Jobs Clinic.

· Helping Hands throughout the day:

· 8:30 a.m. Help set up Registration table outside EB 146 (The cart is in EB 102). 

· 2 assistants:_______________________ and __________________________

· 8:45 a.m. Sign participants in. Give them badges and the Career Services brochure

· 2 assistants: _______________________ and _________________________

· If we use our overflow room, we will need people to direct students upstairs.

· 9:30 a.m. Make coffee

· Olmstead + 1 assistant: ______________________________

· 9:50 a.m. Set up coffee break (cups, napkins, other on cart); L Rivas to bring bread; S Olmstead to bring brownies; ready at 10:10)

· 2 assistants: _______________________ and ________________________

· 11:30 Help students find Luigi’s Café 

· 2:45 p.m. Distribute evaluations

· 1-2 assistants: _____________________ and ________________________

· Assistants for each session: Help with handouts and do “gopher” (go-for) work:

· Topic 1 by Dolive and Shaw-Saleh; 1 assistant: __________________________________


· Topic 2 by Graves and DeRocher; 1 assistant:  __________________________________


· Topic 3 by Shaw-Saleh and Rivas; 1 assistant ___________________________________

· Topic 4 by Hamilton, Mitchell, Wahba; 1 assistant: ______________________________

If you have no other assignments, please be sure attend your colleagues’ sessions to aid as conversation partners or small group facilitators. Your presence will increase the amount of talking and contact time each international student experiences.

