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	Name:
	E-mail:

	Current Address and Phone:
	Permanent Address and Phone:

	
	

	
	

	
	

	Current Address Until: _______/_______/_______
Years on NMUN Staff: _______

	School & Major/Concentration (Undergrad or Grad):

	Current Employer (if applicable):

	Graduation Date (if applicable):
	Job Title (if applicable):

	Applying for:  (If interested in more than one position, please rank preferences)
____ Committee Director
____Assistant Director
____Office Manager or Network Manager     ____Administrative Staff 

	Special Interests or Expertise (e.g., economics, human rights, regional interest, etc.):

	Preferred Committee Assignment (if applicable):         


PLEASE SUBMIT THE FOLLOWING:
1. Write a cover letter that (in no more than three pages):
· Includes your reasons for applying for the volunteer staff position(s) of your choice and describe your most important contribution; 
· Lists any mentoring and/or leadership experience you may have; 
· Addresses deadlines - although a volunteer program, NMUN has many deadlines to serve as a target date to produce services and resources. What is your plan for meeting NMUN deadlines once given?  What will you do if you can’t meet a deadline?;
· Give the names and contact information for two or three references.  At least one should by a non-NMUN volunteer.
2. Your current résumé (no more than two pages) that highlights your experiences, special skills, and/or unique characteristics. List any prior model United Nations experience you have.  Please detail countries represented and committees simulated as a delegate, as well as any experiences as chair, rapporteur, or conference staff.
3. On a separate page, briefly (no more than 100 words per scenario) address how you would handle the following hypothetical situation(s). Provide separate responses to both situations if you are applying for both substantive and administrative positions. 
· If applying for a director or assistant director position (answer both):
1) A group of delegates has complained you are editing working papers too extensively.  The faculty advisor has come seeking an explanation.  As a substantive officer of the conference how do you address this concern with the advisor and delegates?
2) A delegate approaches you about another delegate engaging in dilatory tactics and whose speeches are not substantive and instead are turning into direct and personal nature. How do you address the delegate’s concerns?
· If applying for a conference services position:
A delegate approaches you with concerns about the long wait to access the computer facilities. S/he is very upset and demands to use a computer immediately because s/he claims that the work is urgent before the committee enters voting procedure. Please describe how you would address this situation and work towards resolving the problem?
4. If applying for a substantive position (director or assistant director), please submit a writing sample, with footnoted citations, of no more than three to five pages with your application.  For all writing samples, please indicate at the beginning of the sample for what purpose and the date (month/year) it was written.
How to submit your application:  
· Combine the above into one electronic document and send via e-mail to applications@nmun.org; 
· PUT YOUR NAME IN THE SUBJECT LINE and carbon copy (cc:) yourself on the message to confirm delivery.
DEADLINE:   Your application must be received no later than 1 June.  Applicants will be notified by early-June if selected.  
FINANCIAL & TIME CONSIDERATIONS:  
· Volunteers should be available to attend the 2012 NMUN on 1-5 April (Sheraton) or 3-7 April (Marriott), as well as training time starting two days prior.  Directors (only) also attend a second training session in the autumn (30 Sept. – 2 Oct.);
· Shared lodging and air transportation are paid by the NCCA (up to certain maximums).
Volunteer Staff Positions & Descriptions
The National Model United Nations Conference is Sponsored by the NCCA
DIRECTORS:
Directors are the primary officials in their respective committees.  They are responsible, with the assistance of their Under-Secretary-General (USG) and Assistant Director (AD), for researching and writing most of the background guides within the deadlines set by the SG and DG.  To do this, Directors will spend much of their summer creating each section of the guide through a three-draft editing/writing process, from June through early September.  They are expected to remain current in all of their topic areas and be well versed in their committee’s rules of procedure.  They must keep in contact with their AD and edit their AD’s work.  At the conference, they (with the input of the AD) are responsible for the substantive affairs of the committee.  In addition, Directors attend the fall staff training session.
ASSISTANT DIRECTORS:
Assistant Directors also serve as officials in their respective committees and receive training and experience that will prepare them for future roles in the substantive program.  Mostly first time volunteer staff members, ADs are primarily responsible for the research and writing of a section within the background guide and for completing most of the committee website update in the spring.  Along with the Director, ADs are responsible for the substantive affairs of the committee.  At the conference, ADs will also assist in choosing committee officers and take particular responsibility for managing the rapporteur(s).  ADs will be in close contact with their directors and USGs during the year.
Research Assistants (RA):
Those who apply for Assistant Director positions automatically apply for a Research Assistant position.  RAs assist substantive volunteer staff by providing research, composition, and reviewing assistance.  Prior to the NMUN, RAs may be asked to undertake research and other substantive assignments on behalf of the Secretariat.  RAs also receive substantive training throughout the year, and are the first considered for promotion to other volunteer staff positions.
NETWORK MANAGER
The Network Manager is a critical component of the Conference Services Department and is responsible for setting up and managing the computer lab during the NMUN working under the direction of the Under-Secretary-General of Conference Services (USG-CS).  The Network Manager should feel comfortable working with computer administrative functions and Microsoft Word applications.  Additionally, the Network Manager should possess prior experience with setting up a computer lab and managing a computer lab with little or no supervision and an expertise with print and file servers and LAN networking. 
OFFICE MANAGERS & ADMINISTRATIVE ASSISTANTS
Office Managers and Administrative Assistants (AAs) comprise the Conference Services Department.  Although there is less pre-conference volunteer staff preparation for these individuals, their presence is crucial to the conference. They handle a variety of issues, ranging from guidance on using computer and research resources, to making photocopies and answering questions from delegates and faculty.  Experience as an AA is highly valued in placing returning volunteer staff members in substantive and/or administrative volunteer staff positions.  Office Managers assist the USG-CS in fulfilling the established goals for the Department, thus enhancing the overall experience of the NMUN.  Both the Office Manager and AAs will remain in contact with the USG-CS during the year.  These individuals may also be asked to take on both substantive and administrative special projects for the Secretariat.
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