
[image: image1.png]



SUMMER STAFF APPLICATION 2012
Double Discovery Center works with low income and first generation college-bound youth in grades 7 through 12. Our year-round education programs, Talent Search and Upward Bound, enable students to strengthen academic competencies, learn about colleges and careers, and develop important life skills. 
UPWARD BOUND PROGRAM (UB)

The UB Summer Academy (UB) is an intensive six-week residential academic program on Columbia’s campus offering 3 academic classes, tutoring, physical education, extracurricular and club activities, and free dormitory housing and meals for over 100 high school students.  

TALENT SEARCH PROGRAM (TS)

The TS Early Intervention Initiative (EII) four-week program for middle school students offers academic classes, tutoring, club and cultural activities, and field trips from 9am to 4pm daily. 

The TS Summer Enrichment Program offers four weeks of half-day activities (1pm to 4pm) for high school students, including academic classes, SAT prep, college and career activities, and field trips.  

POSITIONS AVAILABLE

Residential Teaching Assistant (UB):  June 25 through August 10, 2012
$2,940 stipend for 7 weeks, includes one week of training and room and board
RTA’s are on duty Sunday afternoon through Friday afternoon for 6 weeks, living and working with UB high school students. Responsibilities are to assist teachers with academic classes, facilitate tutorials, plan and facilitate club activities, lead physical education activities, and lead a residential team of 10 students. 

Teacher (UB): July 9 to August 10, 2012 - $2,750 for 6 weeks (plus pre-service training) 

Teacher (EII): July 9 to August 3, 2012 - $2,200 for 4 weeks (plus pre-service training)
Teachers work Monday through Friday mornings with either UB high school (6 weeks) or TS middle school (4 weeks). Responsibilities are to devise curricula, teach 3 small classes, provide homework and exams, grade and record work weekly, provide regular feedback, and work in tandem with class TAs. 

Teaching Assistant (EII): July 9 through August 3, 2012 

$1,680 stipend for 4 weeks, plus 2 days of pre-service training
TA’s work Monday through Friday with TS middle school students. Responsibilities are to assist teachers with academic classes, facilitate tutorials, plan and facilitate clubs, physical health sessions, and high school prep activities, chaperone field trips, and lead a team of 10 middle school students. 

Volunteer Teacher (TS): July 9 to August 3, 2012 

Monday through Thursday, 1pm to 4pm for 4 weeks (plus pre-service training)

Volunteers are needed to teach or co-teach interdisciplinary courses that broaden academic interests and skills of TS high school students preparing for college. Responsibilities are to devise and teach project-based courses, and provide assignments and suggestions for external learning opportunities. 
Click in the highlighted field to complete each answer. Save your responses, and either email the application, or print and return by-hand, mail or fax to DDC. Attach additional sheets as needed.
	Please indicate the position(s) for which you are applying.

Talent Search Program                                       Upward Bound Program 

Middle School TA _   _                                         Upward Bound RTA _     _                 

Middle School Teacher _     _                          Upward Bound Teacher _     _  

Volunteer TS HS Teacher _     _             
If you are a returning tutor, teacher, TA or RTA, skip the Personal Statement in Part V. Instead, download and submit the Returning Staff Supplement. You must still complete Parts VI and VII of this application. 

	PART I:  PERSONAL INFORMATION

	Mr./Ms.  

Last Name:
	     
	First Name:
	     
	M.I.
	     

	
	
	

	Date of Birth:
	     
	

	
	
	

	Present Address:

	     
	     
	     
	     
	     

	Street
	Apt. #
	City
	State
	Zip Code

	
	
	

	Telephone 


Number:
	     
	

	
	
	

	Permanent Address:

	     
	     
	     
	     
	     

	Street
	Apt. #
	City
	State
	Zip Code

	
	

	Telephone 

Number:
	     
	Email:
	     

	
	
	

	Have you previously attended, worked or volunteered for DDC?  If yes, specify below.

	     

	     

	
	
	

	List any friends or relatives working for DDC:

	     

	
	
	

	List any relatives who are enrolled in DDC programs:

	     

	
	
	


	PART II:  EDUCATIONAL HISTORY

	High School:
	     
	Date Diploma was Awarded:
	     

	
	
	

	College:

	     

	
	
	

	College Major: 
	     

	
	
	

	Degree:
	     
	Date Degree Awarded/Expected:
	     

	
	
	

	Graduate School:

	     

	
	
	

	Area of Study: 
	     

	
	
	

	Degree:
	     
	Date Degree Awarded/Expected:
	     

	
	
	

	PART III:  WORK EXPERIENCE

	Please list your most recent employment.


	
	
	

	Name of Company
	Position
	Period
	Supervisor
	Phone

	     
	     
	     

	     
	     

	
	
	

	Name of Company
	Position
	Period
	Supervisor
	Phone

	     

	     
	     
	     
	     

	
	
	

	PART IV:  EXTRACURRICULAR ACTIVITIES

	Describe your most important extracurricular/volunteer activity, including dates of involvement. 

	     


	PART V:  PERSONAL STATEMENT (at least 250 words) New Applicants Only

	Discuss why you want to work as a UB Residential Teaching Assistant, TS Summer Middle School Teaching Assistant, or DDC Summer Teacher.  Include how working here relates to your future goals and why you would be effective in the position for which you are applying. 
If you are a returning staff member please download the Returning Staff Supplement.

	
	
	

	PART VI:  TRANSCRIPT AND RESUME 

	Submit a transcript for all college and graduate work and a recent copy of your resume.

	PART VII:  REFERENCES

	Please provide the names of three references. Attach (or send) at least 1 letter of recommendation.

	
	
	

	Name
	Title/Organization
	Telephone #

	     
	     
	     

	
	
	

	Name
	Title/Organization
	Telephone #

	     
	     
	     

	
	
	

	Name
	Title/Organization
	Telephone #

	     
	     
	     

	
	
	

	PART VIII: AFFIRMATION

	I affirm that all information provided for this application is true and complete.

	
	

	Signature
	Date

	
	
	

	To submit this application by mail or in person:
Double Discovery Center
Summer Positions 2011
306 Alfred Lerner Hall, Mail Code 2604
2920 Broadway, NY, NY 10027

Email: columbiaddc@gmail.com
FAX: 212-854-7457
	

	
	Deadline:

March 2, 2012
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RETURNING STAFF SUPPLEMENT 

	PART V:  SHORT ANSWERS 

	Instead of a personal statement, please respond to the following questions about your previous experiences with DDC programs.  Please limit your answers to less than 250 words.  

	
	
	

	1.  Describe your previous roles or experiences with Double Discovery Center.

	     

	
	
	

	2.  What if anything would you change about DDC activities or programs?

	     

	
	
	

	3.  What do you believe were your strengths in the position you filled previously?  What do you believe are areas in which you can improve?

	     

	
	
	

	4.  What are your goals for this coming summer?

	     

	
	
	

	5.  Are there any other comments, concerns or suggestions you would like to make?
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