
 (
For Co-op Use
Job #
)Job Description Form


Please indicate the UBC Arts Co-op Program(s) from which you may hire a student(s):
|_|  Undergraduate (Humanities, Social Sciences, Creative & Performing Arts)
          |_|  Graduate (School of Library, Archival & Information Studies)


[bookmark: summer]Posting for:		|_|  Winter (Jan-Apr)	   |_| Summer (May-Aug)	|_|  Fall (Sept-Dec)


[bookmark: CompanyName]Organization Name/Division:       
[bookmark: ContactName]Contact Name:      
UBC ARTS CO-OP PROGRAM

	Buchanan C121 – 1866 Main Mall
	Tel: (604) 822-1529
	arts.co-op@ubc.ca

	Vancouver, BC  Canada  V6T 1Z1
	Fax: (604) 822-4667
	http://co-op.arts.ubc.ca



[bookmark: contacttite]Contact Title:       

[image: ]
[bookmark: contactaddress]Address:       
[bookmark: contactcity]City:        
[bookmark: contactprovince]Province:       
[bookmark: postalcode]Postal Code:       
[bookmark: contacttel]Tel:       
[bookmark: contactemail]Email:       
[bookmark: contactfax]Fax:       
[bookmark: companysite]Website:       


[bookmark: supervisorname]Supervisor’s Name (if different): 	     
[bookmark: supervisordept]Department/Title:      

[bookmark: supervisortel]Tel:      
[bookmark: supervisoremail]Email:     


Please send applications by:	|_|  Email	|_| Other       	
|_| Online Application (please provide link):      
Application Deadline:      
[bookmark: addressee]Address applications/cover letters to:       
Items required (in addition to Resume, Cover Letter and Unofficial Transcript):
(Note: These three documents are included in all application packages, unless otherwise indicated)
  

|_|  Application Form
□|_| Writing Samples   
  |_|  References
[bookmark: othewradditionalitem]  |_|  Other      


Additional Application Notes:      

[bookmark: jobtitle]Job Title:       

[bookmark: companyjobno]Your Job # (if required):       
[bookmark: numberjobs]No. of Positions:       
[bookmark: startdate] Start Date:       
[bookmark: enddate] End Date:      

[bookmark: four][bookmark: eight][bookmark: twelve]Duration of Position:	|_| 4 months	|_| 8 months	|_|12 months	|_|  ____ weeks
[bookmark: hours][bookmark: hrspermonth]Hours:               |_|  per week     |_| per month
[bookmark: shifts]Shifts:         (ie: Monday – Friday 8am to 4pm)
[bookmark: salaryrange]Salary range:           |_|  per hour      |_|  per week      |_|  per month

Is this position funded through a provincial or federal grant?            
Are there any restrictions on who can apply for this position?  
(Note: All Arts Co-op students are eligible to work in Canada and have obtained work visas if necessary. Students are willing to obtain work visas for positions abroad.)
     

Company Description:

[bookmark: companydesc]     

Please include a DETAILED description of the duties and responsibilities of this position 
(Note: Providing as much detail as possible will often lead to more targeted applications):

[bookmark: duties]     

Qualifications Required and/or Preferred (Note: please be specific about any computer/technical skills that will be required):

[bookmark: qualifications]     

Additional Comments or Notes for the Co-op Office:
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