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Office Assistant Application
Department of Housing & Residence Life

Office Hours: Monday – Friday, 8 a.m. – 5 p.m. 

* Current resident students and students with on-campus living experience are eligible to apply.
First Name: _____________________________

Last Name: ____________________________________

Towson Student ID: ______________________

Date of Birth: __________________________________

Current Bldg/Room: ______________________
 (if live on-campus)

Room Phone Extension: ___________________ 
Mobile Phone: _________________________________

TU E-mail: _____________________________
 
Alternate E-mail: _______________________________

Do you have a Financial Aid Work Study Award?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


How many credits do you have completed? ___________________ 

What year are you enrolled as?    FORMCHECKBOX 
 Freshman    FORMCHECKBOX 
 Sophomore    FORMCHECKBOX 
 Junior    FORMCHECKBOX 
 Senior    FORMCHECKBOX 
 Graduate 

How did you hear about this position?    FORMCHECKBOX 
 Flyer    FORMCHECKBOX 
 Friend    FORMCHECKBOX 
 Supervisor    FORMCHECKBOX 
 Other ____________________

Applying for OA position available during?    FORMCHECKBOX 
 Fall 20__    FORMCHECKBOX 
 Winter 20__    FORMCHECKBOX 
 Spring 20__    FORMCHECKBOX 
 Summer 20__   
	Local Address Information: 
	Permanent Address Information: 

	Street: _______________________________________
	Street: ______________________________________ 

	City: ________________________________________ 
	City: _______________________________________ 

	State: ________________         Zip: _______________
	State: ________________       Zip: _______________

	Local Phone Number: _________________________ 
	Home Phone Number: ________________________


-----------------------------------------------------------------------------------------------------------------------------------------

WORK AVAILABILITY
Total number of hours preferred: __________ Minimum   __________ Maximum (Work is limited to part-time, 20 hours per week maximum while classes are is session.) Please indicate the hours you can work (Check the boxes for the days/hours you can work each slot is accounted for 30 minutes work session) 
	
	8: 00 a.m.
	8:30 a.m.
	9:00 a.m.
	9:30 a.m.
	10:00 a.m.
	10:30 a.m.
	11:00 a.m.
	11:30 a.m.
	Noon
	12:30 p.m.
	1:00 p.m.
	1:30 p.m.
	2:00 p.m.
	2:30 p.m.
	3:00 p.m.
	3:30 p.m.
	4:00 p.m.
	4:30 p.m.
	5:00 p.m.

	Monday
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


1. What interests you in working for Housing & Residence Life?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Please describe your administrative experience.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Please list your computer skills.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

Do you currently work for Towson University?    FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No   (If yes, please list:)

	Department
	Phone
	Supervisor
	Dates: Mo/Yr to Mo/Yr

	
	
	
	                   to

	
	
	
	                   to

	
	
	
	                   to


NAME OF MOST RECENT EMPLOYERS 
	Company: __________________________________
	Employment Dates: _________________________

	Supervisor: _________________________________
	Phone: ___________________________________

	City/State: __________________________________
	Title: ____________________________________ 

	Company: __________________________________
	Employment Dates: _________________________

	Supervisor: _________________________________
	Phone: ___________________________________

	City/State: __________________________________
	Title: ____________________________________ 

	Company: __________________________________
	Employment Dates: _________________________

	Supervisor: _________________________________
	Phone: ___________________________________

	City/State: __________________________________
	Title: ____________________________________ 


STUDENT EMPLOYEE JOB EXPECTATIONS

* Commitment and willing to work effectively is key for this position.

* Maintain a professional and respectful manner at all times. 

* Always provide good customer service to students, parents, staff, and departments.

* Present yourself appropriately and wear office attire.  Revealing clothes, short skirts, midriffs showing, shorts, flip-flops, 

   and the like are not appropriate.

* While working, using a MP3, I-Pod or headphones is not appropriate.

* During work hours it is not acceptable to surf the web, check and respond to emails, be on instant messenger, make or 

   receive personal phone calls.  

* Cell phones are to be turned off while working.

* Report to work on-time and work the hours determined at the time you are hired.

* Request time off 5 days prior to day(s) you are asking to be off.

I have read and will adhere to job expectations listed above if hired for this position.

___________________________________

_________________________

SIGNATURE




       
DATE


Please submit application to Housing & Residence Life – Central Office. Please call 410-704-2516 for more questions. (1)

