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Staff Application 2009-2010
FIRST ROUND OF APPLICATIONS DUE MONDAY JUNE 1st, 2009 

AND WILL BE ACCEPTED ON A ROLLING BASIS AFTER
Questions? Contact the Academic Affairs Commission at aac.usac@gmail.com 
What is the Undergraduate Student Association Council (USAC)? 

Undergraduate Student Association (USA) membership is composed of every UCLA undergraduate student. USAC is the governing body of the Undergraduate Students Association and serves UCLA students in many ways, from attending to local campus needs to tackling global social concerns. USAC’s thirteen offices coordinate some of UCLA’s largest programs such as Jazz Reggae Festival and Run/Walk, bring thousands of students into the community for service, advocate on the state and national level to ensure that students are prioritized, provide resources to student organizations, and run vital campaigns such as the fight against Expected Cumulative Progress.  In addition to its thirteen elected officers and commissioners, USAC includes appointed representatives of the Administration, the Alumni, and the Faculty, as well as two ex-officio members, the ASUCLA Executive Director and a student Finance Committee Chairperson. 

What is the role and mission of the 2009-2010 USAC Academic Affairs Commission? 

The Academic Affairs Commission is the official voice to the administration on issues affecting students academically.  Historically the Commission worked on instituting Undergraduate Initiated Student Education (USIE) and fought for the current late drop policy.  The vision of this year’s commission is to work with students to empower them to take ownership of their educational experience here at UCLA by providing relevant programming and encouraging engagement in advocacy work that prioritizes equity and diversity in education.  The commission will do so by:

1. Increasing transparency and understanding of the university, statewide, and national policies and decisions which impact students’ ability to achieve full academic expression at UCLA.

2. Encourage, support, and work with students to increase student input and student ability to advocate for change in policies and decisions which impact their academic expression at UCLA.

3. Address needs in admissions, retention, and post graduate concerns of all students, prioritizing equity to meet the basic and specific needs of students from all backgrounds.  

With the collective strength of our student body, we will ensure that UCLA meets student needs and reflects student interest. Through innovative programs, persistent advocacy, and grassroots campaigns, Academic Affairs Commission will provide opportunities for a holistic undergraduate educational experience and work to ensure that the university respects and prioritizes students in all academic decisions.

What are the time commitments/expectations of the Academic Affairs Commission Staff? 

The USAC Academic Affairs Commission is a collaborative team requiring a great deal of student enthusiasm, energy and dedication.  Staff members will be expected to attend bi-weekly staff meetings throughout the year as well as a quarterly retreat. In addition, staff members will attend regular meetings for specific sub-committees within the commission.  Directors and the Chief of Staff will be expected to attend weekly executive meetings.  Staff members are expected to attend all events that the Academic Affairs Commission organizes as well as hold at least one office hour each week.  This year the commission will function as a collective family and staff members may be asked to help out beyond the scope of their staff description in order to ensure that all campaigns and programs being run out of the commission are as successful as possible.  Please note that there may be some summertime and winter/spring break commitments. Above all, staff members are expected to bring compassion and a desire to create positive change to the Academic Affairs Commission.
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Staff Descriptions

Executive Board

The Executive Board will be composed of the USAC Academic Affairs Commissioner (Layhannara Tep), the AAC Chief of Staff and all Directors/Committee Heads, one for each office component. The Executive Board will oversee all of the office’s campaigns, programs, and advocacy. The Executive Board will serve as consultants to the committee members as well as the main liaisons between the Academic Affairs Commission, other USAC offices, and the rest of the UCLA campus. The Executive Board will be expected to attend weekly E-Board meetings, one-on-ones with each of their committee members, as well as all-staff meetings every other week. The E-Board will advise committees, delegate and assign tasks, and follow up to ensure that work is being completed. 

Committee Members/Administrative Assistants

Committee Members/Administrative Assistants will plan and execute all Academic Affairs Commission’s campaigns and programs relevant to their committees. Each committee member will be given a particular role on their committee to focus their efforts.  Committee members will be expected to attend one committee meeting each week as well as all-staff meetings every other week.  Since the commission will function as a collective space, sometimes committee members and administrative assistants may be asked to fulfill duties outside of those normally established for them in order to ensure the success of all campaigns and programs initiated by the commission.      


Operations Staff
Positions Available:  

Chief of Staff (1) 

Office Manager (1)

Admin Assistants (3)

Design/Media Staff (2)

Finance Committee (2)

Component Description:

The operations staff will be responsible for fulfilling tasks and projects required for the continued functioning of the office such as creating publicity for programs and campaigns, reserving rooms for staff meetings and completing funding requisitions forms.  The Chief of Staff will assist the Academic Affairs Commissioner by coordinating staff trainings and retreats, ensuring staff development and growth and serving in whatever capacity necessary in the absence of the commissioner.  In essence the Chief of Staff acts like an assistant commissioner.   The Office Manager is in charge of making sure the office functions efficiently by recording and posting scheduled office hours, ordering and auditing supplies and assisting in other operational functions.   Administrative Assistants will assist the entire Commission in different capacities depending on the project they are assigned to.  One Admin Assistant will work directly with the commissioner. The Design/Media Staff will coordinate all advertising and publicity for the commission including but not limited to revamping the AAC website, creating innovative flyers and posters and creating a new outreach plan for the office.  The Finance Committee for the Academic Affairs Commission will be in charge of reviewing all requisition forms, facilitating funding workshops and working with the commissioner to process Academic Affairs Mini-grant and Academic Success Referendum Fund applications.         

Qualifications: Must be organized and consistent; Ability to learn UCLA facilities and funding policies, rules and guidelines; Familiarity with campus funding sources and regulations are ideal; Have design experience; Desire to have fun with staff and coordinate team building and bonding activities; Be enthusiastic and have a positive attitude! (If you don’t meet these qualifications, many can be learned/acquired through training that will be offered during summer and throughout the year)
Department of Programming
Positions Available:  
Programming Department Director (1) 
Film Series Director (1)

Speakers Series Director (1)

Grad/Pre-professional Programming Director (1) 

Student Empowerment Director (1)

Programming Staff (16)

Component Description:  The commission’s theme this year for programming is Education as a Tool for Change.  We will incorporate this theme into some of our classic programming series as well as in new innovative series.  The four programming areas as follows: (1) a film series, (2) a speaker’s series, (3) a grad/pre-professional programming series and (4) a student empowerment series.  Each of these four areas will have a series director and will report to the Programming Department Director, who will oversee the success and application of all Academic Affairs Commission programming and will work with the directors of the Advocacy Department to assist them with any programs needed during the course of the Commission’s campaigns.  The Programming department directors will be expected to be self-motivated and knowledgeable.  They will need to set up the roles and expectations for each series team and will be responsible for making sure staff members are trained properly.   Together the commission and directors will come up with a plan of action for the programming series.   Programming staff will be assigned to different series and roles by the executive board.   

Qualifications: Prior programming experience; Ability to learn UCLA facilities and funding policies, rules and guidelines; Familiarity with campus funding sources and regulations are ideal; Desire to have fun with staff and coordinate team building and bonding activities; Be enthusiastic and have a positive attitude! (If you don’t meet these qualifications, many can be learned/acquired through training that will be offered during summer and throughout the year)

Department of Academic Advocacy

Positions Available:

Department of Advocacy Director (1)
Diversity in Education Committee Director (1)
Diversity in Education Committee Staff (3)

Academic Policy Review Task Force Director (1) 
Academic Support Services Task Force Director (1)
Academic Support Services Task Force Staff (3)
Academic Initiatives Committee Director (1)
Academic Initiatives Committee Staff (3)

Component Description: This year the Academic Affairs Office will be focusing a large portion of its energies and resources on the beginning phases of new advocacy work.  We will be continuing past campaigns and ensuring their completion as well as kicking off brand new ones!   We will be looking at new ways of approaching advocacy work.  Working on the Advocacy Department will require directors and staff to be self-motivated hard-working.  The beginning phase of the campaigns will require research and policy writing.  Advocacy work will require meetings with administration and long-term action planning.  Descriptions of committees/task forces include:

Diversity in Education Committee: 

This committee will work on matters concerning diversity in education, including the implementation of the diversity requirement, increasing diversity in types of classes being offered (i.e. language classes, ethnic studies classes, LGBT studies classes, women studies classes), etc.

Academic Policy Review Task Force: 

This task force will work on increasing transparency of academic policies, and reviewing policies such as Expected Cumulative Progress (ECP), Priority Enrollment, Holistic Admissions and Alternative Admissions.  Through these reviews we will offer reform recommendations to the administration from a student perspective.  A new focus for this year’s task force will be to increase access to Priority Enrollment through a case by case basis (for non-traditional students).  

Academic Support Services Task Force Director: 


This task force will work on identifying needs of students from various populations and the types of support services needed to meet those needs.  The Task Force will also work to increase the transparency of already existing services and advocate for services that do not currently exist (including English Composition Tutorials for all students, English tutorial services for ESL students, etc.)

Academic Initiatives Committee Director: 


This committee will work as a response unit to the academic needs that arise throughout the year.  Current needs include the needs of pre-law students who lack guidance in undergraduate preparation, course credit for student leaders through implementing Units and Credit for Leaders in Action, and creating a statement of understanding with faculty on relieving stress from students during 10th week (a continuation of the Dead Week initiative).  This committee will respond to current events that arise throughout the year.  

The commission will also work with students and student organizations to start new campaigns.  This will require A-team members to work closely with Academic Senate Appointees and maintain the highest levels of professionalism in order to have the highest levels of success.   

Qualifications: Must be organized and consistent; self-motivated and passionate; experience in running campaigns, researching and policy writing preferable.  Good communication skills required.   Desire to have fun with staff and coordinate team building and bonding activities; be enthusiastic and have a positive, professional attitude! (If you don’t meet these qualifications, many can be learned/acquired through training that will be offered during summer and throughout the year).
Academic Appointments

Academic Senate Appointments:

For more information on the committees of the Academic Senate please visit 

http://www.senate.ucla.edu
Positions Available:

Academic Freedom (2)

Continuing and Community Education (1)

Committee on Planning and Budget (2)

Committee on Research (1)

Committee on Diversity and Equal Opportunity (2)

Education Abroad Committee (1)

Faculty Welfare Committee (1)

Intercollegiate Athletics Committee (1)

International Education (1)

Library and Scholarly Committee (1)

Teaching Committee (1)

Committee on Undergraduate Admissions and Relations with Schools (2)

Undergraduate Council (4)

Committee on University Extension (1)

Faculty Executive Committee (2)

General Education Governance Committee (2)

Community Programs Office Appointments:
Student Initiated Access Committee Liaison (1) Is the liaison between the Academic Affairs Commission and the Student Initiated Access Committee.  The SIAC Liaison will serve on two sub-committees of the Student Initiated Access Committee.
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Staff Application 2009-2010

FIRST ROUND OF APPLICATIONS DUE MONDAY JUNE 1st, 2009 

AND WILL BE ACCEPTED ON A ROLLING BASIS AFTER
The majority of staff decisions will be made before September 30th.

Part A:  Personal Information
Name:      
Year:      
Student ID:      
Major/Minor:      
Phone Number:      
E-mail:      
Part B.1: Position(s) Seeking- Please select in order of preference from the pull down menus.  If you did not see a position offered that fits what you want to do in the commission please put a description of the desired position in the “other” section.  You do not have to fill out multiple choices if you do not want to.
Choice 1:  FORMDROPDOWN 

Choice 2:  FORMDROPDOWN 

Choice 3:  FORMDROPDOWN 

Other:      
Part b.2: Appointment Seeking- Please select in order of preference from the pull down menus.  You do not have to fill out multiple choices if you do not want to.

Choice 1:  FORMDROPDOWN 

Choice 2:  FORMDROPDOWN 

Choice 3:  FORMDROPDOWN 

Part c: Short Answer Section- Please answer the following questions briefly.

1) What are your time commitments for the 2009-2010 academic year?      
2) Please describe academic issues students are facing at UCLA and in the broader Los Angeles community.      
3)  Why are you applying to work in the Academic Affairs Commission and more specifically why did you choose the positions you are applying for?      
4)  What do you hope to contribute to UCLA and the Los Angeles Community through your work in the Academic Affairs Commission?      
5) How do you think issues of diversity should be addressed at UCLA?      
6) Please describe one time you were silenced and how that felt?      
7) Please describe one time you were empowered and how the Academic Affairs Commission can empower students at UCLA?      


8) What experiences do you have that will make you successful in the positions for which you applied?      
Part d: Resume.  Please attach a short Resume.  Attach the resume as a word document labeled “(Name) AAC Resume”
Part e: Personal Statement (Required for Director Positions and Chief of Staff.  Optional for all other positions).  For this section, applicants may express any ideas or thoughts that were unable to be recognized in the previous section.  This is a free section that will allow the application review committee to get to know you and your life experiences better.  This section is free for you to write whatever you want.  You can either attach a word document to your application labeled “(Name) Personal Statement” or enter it in the text box below.      
*** In order to be environmentally friendly and sustainable please submit an electronic copy of the application to aac.usac@gmail.com .  
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