
 

 
 

The following pages are samples of job descriptions for NODA 
Interns. Former NODA Hosts have offered these for sharing 
and to generate ideas. Please consider providing your final 

format so we can continue to add to the Resource Center for 
hosts.  

  
These materials are intended only for the use of NODA Hosts— 
please do NOT removed

 
institution names. Please alert us if you come across a name of 

an individual. 
 

Thank you! Good luck in your process and thank you for 
hosting a NODA Intern! 

 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.nodaweb.org/
http://www.nodaweb.org/


 
Georgia Southern University 
Statesboro, GA 

 
 
 
 

General Information 

 

 

SOAR Intern 

 
 

 

Dates of Internship: 05/11/2015 - 07/24/2015 
Dates Flexible: Somewhat Flexible 

Positions Available: 1 
Other Interns Working with this Position: 0 

Region: 6 

Position Information 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Benefits 

Position Requirements: Current grad student or post masters only 
Job Description: Work as a member of the professional staff team by sharing responsibility for the supervision of twenty four student 

orientation leaders. Assist in the final preparation and implementation of orientation leader training. Assist in 
preparation and coordination of nine two-day freshman/parent orientation sessions and two one-day transfer 
sessions. Plan and implement mid-summer workshop for orientation leaders. Assume a leadership role with the 
Parent program during two-day orientation sessions. Work closely with SOAR Leader committees to execute skits, 
social media campaigns, and/or spirit/morale events. Coordinate a small orientation session for students part of a 
learning support program. Work closely with professional staff to determine other areas of interest. The selected 
candidate will be asked to attend SROW (Southern Regional Orientation Workshop) on March 27-29 at Murray  
State University. Georgia Southern will cover the cost of attendance and travel. 

Qualifications and Experience: Experience with Orientation, flexibility, creativity, willingness to learn, team-oriented, and a positive attitude! 
Applicants should have a sincere desire to work with current student leaders and new students and families. Energy 
and enthusiasm is a must! Ability to work in a fast-paced environment that requires multi-tasking, good decision 
making skills, flexibility, and a good sense of humor. Computer skills required (Microsoft Word, Excel, PowerPoint, 
etc.). Good writing skills and the ability to speak to large groups of people also a must. Be prepared to think critically, 
be inquisitive, and ask questions. 

 
 

 

 
 
 

Housing 

Remuneration: $2900.00 per Summer 
Meals Provided: Program Only 

Other Benefits Offered: - Parking - Computer Access - Recreation Center Use - Campus E-mail Address - 

 
 

 

Housing provided: Yes 
Accommodates a Spouse/Partner: Yes 

Accommodates Children: Yes 
Room and Board Details: Full apartment in a residence hall that includes 



Contact Title: Assistant Director, Orientation & Parent Programs 
Phone Number: (912)-478-7888 
Email Address: lfranks@georgiasouthern.edu 

Website: admissions.georgiasouthern.edu/orientation 
(Please do not send applications to institutions or supervisors directly) 



2015 NODA Intern 
Eagle View Orientation 

 
 
REMUNERATION 

�x $5,624 stipend 
�x Employment is full-



�x Assist students and family members in a variety of ways with patience, concern, and openness 
�x Observe all 



 
Georgia Southern University 
Statesboro, GA 

 
 
 
 

General Information 

 

 

SOAR Intern 

 
 



Contact Title: Assistant Director, Orientation & Parent Programs 
Phone Number: (912)-478-7888 
Email Address: lfranks@georgiasouthern.edu 

Website: admissions.georgiasouthern.edu/orientation 
(Please do not send applications to institutions or supervisors directly) 



First Year Experience Programs Summer Intern 
First Year Experience Programs develops and facilitates an exemplary program of New Student 



Qualifications: 
 

�x Must be in a masters program studying College Student Personnel, Student Development, 

Counseling or similar. 

�x Self-‐motivated individual with excellent written, verbal, and organizational skills 

�x Demonstrate excellent time management skills and the ability to multi-‐task 

�x Ability to effectively supervise multiple projects and personnel involved in these projects in 

accordance with Orientation Weekend, First Year Experience Programs and Gonzaga University 

objectives, policies, and procedures. 

�x Ability to plan, organize, prioritize, and implement student programs. 

�x Ability to establish and maintain harmonious relationships with staff, faculty, and students. 

�x Be under no administrative, behavioral or conduct sanctions 

�x Must serve as a role model to other students, upholding Gonzaga University’s Standards of 

Conduct and other stated policies during their entire term of employment. 

�x Be available and able to work during the Summer semester 

 
Remuneration: 

 
�x Summer intern will be remunerated in the amount of $2800 net income for ten weeks of 



 
Bellarmine University 
Louisville, KY 

 
 
 
 

General Information 

 

 

Orientation Intern 

 
 

 

Dates of Internship: 06/02/2014 - 08/15/2014 
Dates Flexible: Somewhat Flexible 

Positions Available: 1 
Other Interns Working with this Position: 0 

Region: 6 

Position Information 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Benefits 

Position Requirements: Current grad student or post masters only 
Job Description: The intern will be expected to work 32 hours per week, and will be off on Fridays. Recreation facility access will be 

granted to the intern. The Summer Orientation Intern will be supervised by the Assistant Director of Student 
Activities. Over the course of the internship, the intern will implement and coordinate various aspects of the 
orientation program. Bellarmine Orientation serves approximately 675 new students with 96 student leaders (CREW) 
who 



Phone Number: (502)-272-8433 
Email Address: sfromm@bellarmine.edu 

Website: www.bellarmine.edu 
(Please do not send applications to institutions or supervisors directly) 



James Madison  University – Orientation  Office 
Position Description �Š�Š��NODA Intern 

 
Title  of Position:  Summer Springboard Orientation Intern 
Office: Orientation 
Contact: Matt Skirven 

Asst.  Director 
540-‐568-‐8044 
www.jmu.edu/orientation 

Dates of Employment:  May 18 – July 



We hire approximately 10-‐12 Assisting New Transfer Students (ANTs) and 30 Orientation Peer Advisers (OPAs) at the end of 
January. These students enroll in HRD 100, an 8-‐week training/leadership course that we teach in the second half of the spring 
semester. 

 
For Transfer Summer Springboard, we employ the ANTs and additional OPAs to form the Transfer Team, a group of 20 
students. These students complete six days of training prior to the program. The whole Transfer Team lives on campus and 
receives meals during all training and programs. 

 
For First Year Summer Springboard, all 30 OPAs staff the program. These students complete ten days of training prior to the 
program. The OPAs are only housed for the final two days of their training and all of the FSS sessions. They receive lunch 
during all training days until they move on campus, and then receive all meals during remaining training and programs. 

 
Staffing  for  1787 August Orientation:  
In collaboration with Residence Assistants in the Office of Residence Life, approximately 300 volunteer First Year Orientation 
Guides (FROGs) are selected and trained to directly interact with our first year student populations. FROGs serve as guides 
throughout the week, role models, and a support system for our incoming first-‐year students by assisting in their transition to 
the academic and social expectations at JMU. Orientation Peer Advisers (OPAs) supervise FROGs throughout this portion of 
our orientation programs. 

 
Job Description:  
Staff training, development, and co-‐supervision: 

�x Collaborate with the Coordinator of Student Staff to develop and deliver a series of comprehensive trainings based on 
learning outcomes for 10-‐12 Assisting New Transfer Students (ANTs) and 30 Orientation Peer Advisers (OPAs), and 
300 First yeaR Orientation Guides (FROGs). Includes creating training schedules, facilitation guides, visual aids, 
handouts, etc. 

o Training topics include, but are not limited to: transition needs, Summer Springboard program and events, 
roles based on positions, leadership and diversity, teamwork, staff placements and schedules, university 
resources, small and large group facilitation, customer service, decision making, emergency procedures, etc. 

o Springboard Training Dates: The Transfer Team (combination of ANTs and Transfer OPAs) will have a six-‐day 
training from May 26-‐May 31; OPAs will have a 10-‐day training from June 15-‐June 24. 

o 1787 Training Dates: OPAs will have a four-‐day training August 12-‐16; FROGs will have a 2.5-‐day training 
August 16-‐18 prior to the beginning of 1787 August Orientation. 

o Integrate student development theories into training when possible. 
�x Develop student staff placement schedules for both Summer Springboard and 1787 August Orientation, which changeto  



The NODA Intern for First Year Experience & International Student Services will be an integral 
part of the First Year Experience/Persistence & Retention staff, playing a major role in the design, 
execution, & assessment of several programs, including, but not limited to, the following: 



�x A Commitment to Assessment & Accountability: The intern will be charged with 
directly digging into the assessment data of several long-standing orientation & pre- 
enrollment programs as well as new programs. They will work closely with staff to 
determine the best re-design of programs to most effectively reach the programs' learning 
outcomes & lead to increased retention 



 
San Jose State University 
San Jose, CA 

 
 
 
 

General Information 

 

 

Graduate Intern 

 
 

 

Dates of Internship: 05/25/2015 - 07/31/2015 
Dates Flexible: Not Flexible 

Positions Available: 2 
Other Interns Working with this Position: 0 

Region: 2 

Position Information 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Benefits 

Position Requirements: Current grad student or post masters only 
Job Description: The NODA Intern will work as part of the SJSU Transition and Success Team to implement pieces of a 2-day, 

mandatory, freshman orientation program. This staff member will (a) oversee Small Group Meetings and University 
Life 101 (skits); (b) actively participate in customer service, (c) assist with the supervision of over 40 Orientation 
Leaders and 9 Core Staff; (d) assist with planning and facilitating staff training and meetings, including final 
training; (e) act as on-call staff on a rotational basis; and (f) initiate a benchmarking study and research around 
transition and success programs for Fall Welcome Day Kick-Off (pre and post testing). As a part of the office of 
Student Involvement, this staff member will also have the opportunity to learn about other functional areas (Student 
Engagement- Student Organizations, Fraternity and Sorority Life and Student Success- Leadership). 

Qualifications and Experience: We are looking for a NODA Intern who is positive, fun, caring and knowledgeable of program planning. Who is 
interested in understanding more about Frosh Orientation, Parent Programs, and the components of planning large 
two day events in a fast paced,  



Contact Title: Assistant Director for Transition and Success 
Phone Number: (408)-924-5962 
Email Address: mariaelena.marcano@sjsu.edu 

Website: www.sjsu.edu 
(Please do not send applications to institutions or supervisors directly) 



 
Vanguard University 
Costa Mesa, CA 

 
 
 
 

General Information 

 

 

Orientation and Bridge Programming Intern 

 
 

 

Dates of Internship: 05/18/2015 - 08/23/2015 
Dates Flexible: Somewhat Flexible 

Positions Available: 1 
Other Interns Working with this Position: 0 

Region: 2 

Position Information 
 

 

 

Position Requirements: Current grad student or post masters only 
Job Description: The NODA intern will be a member of the Orientation professional staff and will assist with the coordination and 

implementation of 4 half-day summer academic registration days for new students and families, assist with our 
summer bridge program for approximately 40 new students, a 3-day fall orientation for approximately 425 
freshmen/125 transfers (August 21-23), and help launch transition programs (FYE, SYE). Major responsibilities 
include: Effectively communicate with new students, families, and other constituents across multiple platforms; assist 
in the development of orientation materials,  



 
 
 
 
2015 OUTSTANDING THEME AWARD NOMINATION 
SOUTH DAKOTA STATE UNIVERSITY 
KEEP ON DREAMING 

 
SDSU New Student Orientation adopted the theme, “Keep on Dreaming” this summer. The theme 
emerged after orientation leaders were introduced to the concept of appreciative advising – the 
advising model employed by SDSU’s first-


	NODA Internship Document www.nodaweb.org
	

