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Appelt Aggieland Visitor Center

Application Process
Summer 2008 and Academic Year 2008-2009

Thank you for expressing interest in working at the Appelt Aggieland Visitor Center. This is a
very challenging and rewarding job that will enhance your communication and teamwork skills.
As the most visible starting point for visiting Texas A&M University, we are often the first
impression that most people have about the university. Therefore, we are looking for individuals
who not only have a passion for Texas A&M, but also a sincere work ethic.

The Visitor Center currently provides two types of tours: a walking tour of campus and a driving
campus tour. The tours are developed for various audiences including prospective students and
their families, former students, new Texas A&M faculty and staff, newcomers to the community,
tourists, and conference attendees. We encourage you to go on one of our one-hour
walking tours, which are given Monday through Friday from 9:00am to 3:00pm
originating from the Visitor Center in Rudder Tower. You may also go on the campus
driving tour, which is offered on Mondays and Fridays at 11:30am, but advance
reservations are required. Please review the job description on the following page, which
outlines the other responsibilities for our staff.

To submit a complete application, please answer the questions on the attached sheet,
and turn in a list of all of your campus activities or relevant experience. (A current
resume may also be submitted). Completed applications are due no later than Friday, March
28™ by 5:00 pm at the Visitor Center in Rudder Tower. NO LATE APPLICATIONS WILL BE
ACCEPTED. Applicants selected for an interview will be contacted via email. Interviews will be
conducted the week of March 31%. All new staff members will be expected to attend a
MANDATORY training session. The dates for the training will be announced.

Your interest in serving Texas A&M through the Appelt Aggieland Visitor Center is greatly
appreciated. If you have any questions, please call the Visitor Center at 845-5851 or stop by
the desk in the first floor lobby of Rudder Tower. Best wishes to you in this process!

Gig@ém!

Jody Ramirez
Assistant Director
Appelt Aggieland Visitor Center
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Job Description

The primary goal of the Aggieland Visitor Center is to provide accurate information on guided tours and at the
information desk, to schedule appointments for prospective students, and to furnish any additional help that a visitor
may need. A tour guide is a university host to the 60,000 people who visit campus annually. We currently offer
walking tours Monday D Friday throughout the year. We will give driving tours for groups that provide their own bus.

Staff Responsibilities

Greet and receive visitors to campus in a friendly manner.

Provide accurate information and directions.

Answer telephone inquiries.

Schedule academic appointments for prospective students.

Conduct walking tours of campus. This includes giving four private tours every semester.

Provide your next semester schedule two weeks before classes resume.

Work on weekends and during final exams. All staff members are required to sign up to work two weekend shifts
during the semester and eight hours during final examinations.

Work Aggieland Saturday and other designated campus visitations programs as needed.

Attend two staff meetings per semester.

Participate in the work evaluation and tour review process.

Complete other duties as assigned.

Summer Commitment B Must be able to work May 12 through August 24, 2008. (You DO NOT have to work
the summer to apply to work at the Visitor Center.)

Academic Year 2008-2009 b Must commit to work August 25, 2008 through May 10, 2009, except during
university holidays. An exception may be considered for December graduating seniors and students that
participate in a study abroad program.
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Application/Interview Tips

¥ Go on the walking and driving tour of campus. These tours are given Monday B Friday on the hour whenever we
have a request for a tour. Please call the day before you want to go on a tour to verify the tour time.

¥ This is a competitive process! The open spots are extremely limited, and many students interview for this
position a couple of times before they are selected to be on staff. We may interview as many as 50 students, so
be prepared for an in-depth interview.

¥ If you are selected for an interview, sign up the first day that you receive notification, so you have a better selection
of interview times.

¥ Arrive at least five minutes early for your interview. Relax and be genuine and thorough as we ask you questions
during the interview.

Hiring Timeline

Applications Available March 7

Application Due at the Visitor Center March 28 by 5:00 pm
Interview Notification March 31

Interviews March 31 B April 4
New Staff Notification April 11

Summer Training TBD

Fall Training TBD

Please k eep this sheet for future reference.
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Appelt Aggieland Visitor Center
Employment Application

Name:
Campus Address: Permanent Address:
Local Phone: Permanent Phone:

E-mail Address:

Person to contact in case of an emergency:

Emergency phone number:

Class Year Expected Graduation Date
Major: Overall TAMU GPR:

Are you bilingual? If so, what languages do you speak?

Have you participated in a study abroad program? If so, what country?

Are you presently employed by any other department at Texas A&M University?
Have you previously been employed by any other department at Texas A&M University?
If you answered yes to the two questions above, please list the departments.

Dates of employment: Supervisor:
Dates of employment: Supervisor:

Do you have an off-campus job? If so, how many hours a week do you work?

Working on weekends is required for this position. Do you foresee any problem working on
weekends? If so, please explain:

Indicate semesters available to work: Summer | Summer I Fall Spring

How many hours per week can you commit to working at the Visitor Center each semester?

How did you find out about this position?

List three references, telephone numbers, and relationships:
1.
2.
3.

| certify that the info rmation listed is complete and correct.

Signature: Date:




