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University of Utah

UNION PROGRAMMING COUNCIL

Student Member Position

APPLICATION for

ASSOCIATE DIRECTOR POSITIONS 2020-2021
Position(s) you are applying for: (Please number your TOP 3 choices for which you want to be considered--position descriptions are attached)
____ Associate Director of Arts & Special Events
____ Associate Director of Community Service 

____ Associate Director of Crimson Nights
____ Associate Director of Development 



____ Associate Director of FAB 
____ Associate Director of Marketing
_____ Executive Assistant 

____  Associate Director of the Feed U Pantry
Name:


Address:


Evening Telephone:

Daytime Telephone:


Student ID#:

E-Mail:


Major:

Cumulative G.P.A.:


Status:
(
Freshman
(
Sophomore
(
Junior
(
Senior
(
Graduate Student

1. Please attach a resume that includes the following:

· Related employment
· Leadership experiences at the University
· Community service
· Honors, awards, and achievements
· Other information you feel will be useful to the Selection Committee
2. Please attach a cover letter that explains:

· Your reasons for applying
· Goals you want to achieve through/for this specific board
· What you offer to your Board through your participation
· What you see this Board accomplishing this coming year

3. If applying for graphic designer or photographer please bring a portfolio with you to the interview. 

4. Applications must be submitted online or to Ashlee Christofferson in the Union Administration Room 255 no later than 5:00 p.m. on Wednesday, April 1, 2020.  Late applications will not be accepted.

5. Interviews will be held the week of April 6th. You will sign up for an interview time when you turn in your completed application.  

On returning this signed application, you grant permission to the Union Board to verify that you are an enrolled student, making satisfactory academic progress toward a degree, and maintaining a satisfactory G.P.A. of 2.5 or higher, have earned no more than 150 undergraduate (50 graduate) credit hours, and are in good standing with the University upon signing this applications.  With your signature of acceptance, the University Student Records Office may be contacted each semester to verify your enrollment and academic performance.  
______________________________________
___________________

Signature of Applicant
Date


Associate Director Responsibilities
Expectations:
Union Programming Council members are expected to be role models and leaders on the University of Utah Campus.  Each member should conduct themselves in a professional manner and treat others with respect.  All board members are expected to support Union Programming Council events by attending as many as possible.  
 Obligations:

· Attend all weekly board meetings
· Commit to at least four office hours per week 

· Work closely with the other Directors and Associate Directors to fulfill responsibilities
· Attend UPC events put on by other boards
· Attend and volunteer at all Crimson Nights.  If unable to attend you must notify Executive Director as well as your Director at least two weeks in advance.

· Attend a minimum of two UPC service events per semester.

· Attend all UPC General meetings.  If unable to attend you must notify Executive Director as well as your Director at least two weeks in advance.

· Fullfill any other tasks and responsibilities assinged by either your Director or the Executive Director

· Collaborate with other boards within the Union Programming Council
· Assist the marketing board in distributing UPC posters & other marketing material to buildings on campus
If you would like more information regarding the responsibilities and tasks of the Associate Director position, or have any questions regarding each individual boards responsibilities or tasks please feel free to reach out to Ashlee Christofferson at achristofferson@union.utah.edu. 
Executive Assistant:
The Executive Assistant is responsible for working with the Executive Director to promote the Union Programming Council on campus and to organize the UPC calendar for all of the upcoming events.  
Requirements:

· Must be good with organization and scheduling.
· Must have served on the Union Programming Council for at least one year.
· Must attend Director and Union Board meetings.
· Must work closely with the Executive Director and complete any tasks assigned to them.

Board Descriptions
Associate Director 2020 – 2021 
Refer to page 2 for general associate director responsibilities and expectations 
Arts & Special Events Board
The Arts and Special Events Board is dedicated to building community in the Union through all kinds of fun, interactive, artistic themed events. Their main goal is to plan and coordinate interactive events to include everyone on campus. Tasks and responsibilities include booking vendors, as well as planning and organizing a minimum of four events per semester.  
Previous Programs

· Oktoberfest
· UPC Loves U
· National Food Days
· Earth Day Event
Community Service Board

The Community Service Board works to connect the Union to the community and campus through various service events planned throughout the year. Tasks and responsibilities include contacting various organizations throughout Salt Lake City to coordinate and plan service events, connecting UPC with other on-campus service opportunities, and brainstorming new ways to provide service to the student body.


Previous Programs:

· Family Fright Fest

· Book Drive
· Welcome Week 

· Bags to Beds
Crimson Nights Board

The Crimson Nights Board programs four late night events throughout the year providing music, food, activities and opportunities for social engagement. Tasks and responsibilities include coordinating with vendors to provide activities for the event, overseeing volunteers, and creating themed decorations. There are also opportunities to collaborate with other student organizations.


Previous Programs

· Crimson Coast
· Crimson Nights: Haunted Homecoming
· Crimson Cosmos

Board Descriptions
Associate Director 2020 - 2021
Refer to page 2 for general associate director responsibilities and expectations 
Development Board 

The main role of the Development Board is to raise funds for the Union Student Leadership Scholarship. We raise money by putting together the Your Campus Life (YCL) Handbook and by holding multiple fundraisers throughout the year. Tasks include contacting business to be in the YCL, to host fundraisers, and to gather prize donations for UPC boards.


Previous Programs

· Castle of Chaos

· Movie Prescreenings 

· Food Fundraisers with restaurants such as Chick-Fil-A 

Feed U Pantry Board

The Feed U Pantry acts as a free food resource for all University of Utah students, staff, and faculty. The main role is to recruit, train, and manage volunteers that staff the pantry each semester. Other important responsibilities include organizing food drives and educating others on the resources the Feed U Pantry provides.


Previous Programs

· Food and Hygiene Drives

· Hygiene Kit Making Events

· Cooking Demonstrations
Freshman Ambassador Board

The Freshman Ambassador Board was created in order to give incoming freshmen the opportunity to get involved and help build community at the Union and on campus. Tasks and responsibilities include working with freshmen in a mentoring role, as well as helping plan and coordinate events planned by the freshman board.  


Previous Programs

· Oscars Celebration

· Ulympics

· Puppies and Pancakes 


University of Utah

UNION PROGRAMMING COUNCIL

APPLICATION for MARKETING 

ASSOCIATE DIRECTOR POSITIONS 2020 - 2021
Refer to page 2 for general associate director responsibilities and expectations 

Marketing Board

The Marketing Board is in charge of graphic design, distribution, advertising, and spreading the word around campus about every event as well as promoting the UPC brand name. Tasks and responsibilities range from designing posters and other marketing materials to taking pictures at events and posting pictures and reminders of event dates and locations on social media platforms.


Previous Programs

· Adobe Programming

· Maintaining the UPC website
and UPC account on Notis


· Assist with the “Your Campus Life” magazine
**The Graphic Designer & Photographer positions are subject to change. These skills are recommended but NOT required**
Graphic Designer
· Must have proven ability to solve visual problems and create designs that effectively communicate messages to viewers.

· Must have thorough knowledge of Adobe programs including Photoshop, Illustrator, and InDesign. 
· Must have strong ability to meet deadlines and provide professional looking work on those deadlines.
· Render image dimensions for various types of materials including banners, posters, tee shirts, and web content. 

Photographer
· Attend all major UPC events and photograph them.
· Assist in graphic design and photo editing.
· Implement photos into graphic designs.
· Passion for artistic photography.
General Marketing 

· Assist with the development of marketing plans for the events of other boards.

· Distribute posters and other marketing materials throughout campus.

· Innovate new marketing techniques and ways to increase brand awareness (UPC/ Your Campus Life).
· Work closely with the Director of Marketing to ensure all deadlines are met and that the exposure for all events is satisfactory.
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