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Barbara H. Padnos International Center Peer Adviser Application 
 
Requirements:  Applicants are required to: 

 Be registered GVSU students 

 Have participated in a study abroad program, or be an international student 

 Have strong communication skills 

 Possess basic computer skills including: word processing and email  

 

Advisors are encouraged to show: 
 Knowledge of world geography, languages, religions and political systems 

 Experience with student advising or mentoring  

 Experience with public speaking 

 Enthusiasm towards study abroad 

 

Advisors are expected to: 
 Advise GVSU community on study, volunteer, teach, intern and work abroad, travel 

abroad and scholarship and grant opportunities for study abroad. 

 Be available in the Resource Room to advise students during scheduled office hours.  

 Assist international students as needed in the resource room 

 Maintain a professional appearance while representing the Padnos International Center 

 Represent the office in various forms of the media 

 Be available to assist in various recruitment projects such as posting flyers throughout 

campus as well as staffing booths at university events. 

 Be available to conduct general informational meetings on study abroad 

 Assist with clerical tasks (mailings, copies, phones, scheduling appointments) 

 Assist office staff with large scale projects and planning 

 Refers students to the Barbara H. Padnos International Center staff or the other campus 

resources as needed. 

 

 
 

 

 
 

 

http://www.gvsu.edu/studyabroad
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Responsibilities and Services 
Through agreements established with foreign institutions, the university creates opportunities 
for educational and living experiences abroad and increases the presence of international 
students and faculty at Grand Valley.  The Barbara H. Padnos International Center organizes and 
coordinates the University’s international programs and activities.  Students can acquire 
international experiences through a variety of short-term, long-term as well as customized 
programs.  The Barbara H. Padnos International Center assists students with planning for and 
participating in these programs. 
 
Staff Responsibilities 
Responsibilities include effectively carrying out the duties and services of the office.  The skills 
and knowledge of student staff members are vital.  Student staff positions will be at a pay rate 
of $8.65 per hour.  Increases are based on meritorious performance and experience. The 
Barbara H. Padnos International Center adheres to the pay increase policy established by the 
Student Employment Office.  Duties of the student staff include the following: 
 
Administrative: 
 Assist in answering the office phones 
 Pick-up, sort, and deliver mail when main receptionist is out of the office  
 Run errands/ daily on campus deliveries 
 Work on special projects as assigned by staff 
 Schedule appointments 
 Attend all student staff meetings and training sessions 

 
Advising 
 Assist walk-ins and visitors 
 Assist international students  
 Advise GVSU community on study, volunteer, teach, intern and work abroad, travel 

abroad, cultures and countries around the world, scholarship and grant opportunities for 
students, international opportunities for faculty and staff 

 Be knowledgeable of the benefits of studying abroad, Grand Valley sponsored programs 
and all the study abroad resources available in the office and on our website. 

 Refer students to the Barbara H. Padnos International Center staff or the other campus 
resources as needed 

 Encourage past study abroad participants to continue involvement with the office  
 Maintain resource binder with up-to-date study abroad and office information 
 
Outreach 
 Promote Grand Valley sponsored study abroad programs as a representative of the 

Barbara H. Padnos International Center 
 Assist in the creation and distribution of study abroad promotional materials 
 Assist in the recruitment of study abroad participants through first-step meetings, study 

abroad fairs, informational meetings and office walk-ins 
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Grand Valley State University 
Barbara H. Padnos International Center 

Peer Advisor Application 
 
Name__________________________________________________________________   
 
Date:___________________________________________________________________ 
 
Local Address:____________________________________________________________ 
 
Phone:_______________________________ Work Study?________________________ 
 
G #________________________________      Major:_____________________________ 
 
E-mail address: ____________________________________________________________ 
 
Describe yourself: _________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Please tick computer software/programs you have experience with: 
 

Publisher 
Microsoft Word 
Adobe Indesign 
Adobe Photoshop 
Content Management System (CMS) 

               Web Design 
 
 
 
 
Why would you like to work for the Barbara H. Padnos International Center?  
 
________________________________________________________________________ 
 
________________________________________________________________________ 

 
________________________________________________________________________ 
 
________________________________________________________________________ 

 
Have you ever studied abroad? 
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City, Country studied in: 
 
 
Program studied on: 
 
 
Year/Term of Program: 
 
 
Other International Experience/Travels 
 
     Location   Activities (travel, study, etc)   Dates 

 
 
 
 
 
 
If you could study abroad in the country/city of your choice next semester, where would you 
go? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Do you speak a language other than English? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Describe your past work history: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
____________________________________________________________ 
 
 
Describe your work ethic: 
________________________________________________________________________ 
 
________________________________________________________________________ 
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How many hours per week would you like to work?______________________________ 
(please attach schedule of availability) 
 
 
 
Anticipated date of graduation:_____________________________________________ 
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Grand Valley State University 

Barbara H. Padnos International Center 
Student Recommendation Form 

 
_________________________ has applied for a position in the Barbara H. Padnos 
International Center as a student worker. 
 
Please make sure this document is completed by a former employer or faculty member. This 
position involves working with both domestic and foreign students and faculty involved in 
international exchange programs. Responsibilities will include typing, filing, answering phones, 
computer work, advising and community outreach work. Additionally, the student will be in a 
position to communicate the importance of study abroad. We would appreciate your evaluation 
of this candidate. Thank you for your assistance. 
 

What is your relationship to this student? ____________________________________ 
 
How well do you know this student? 
 
Very well Fairly well Somewhat Very little   
 
Circle the number that best suits the student. 
  
5-excellent 4-good        3-average      2-poor      1-not acceptable     0-not applicable 

 
1. Self Concept   5 4 3 2 1 0 

 
2 Maturity   5 4 3 2 1 0 

 
3. Sense of Responsibility 5 4 3 2 1 0 

 
4. Initiative   5 4 3 2 1 0 

 

5. Communication Skills 5 5 4 3 2 1 0 
 

6. Time Management Skills 5 4 3 2 1 0 
 

7. Listening Skills   5 4 3 2 1 0 
 

Additional Comments: 
 
 
 
Name: __________________________________     Title: ________________________ 
 
Signature:________________________________    Date:_________________________ 
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Grand Valley State University 
Barbara H. Padnos International Center 

Student Recommendation Form 

 
_________________________ has applied for a position in the Barbara H. Padnos 
International Center as a student worker. 
 
Please make sure this document is completed by a former employer or faculty member. This 
position involves working with both domestic and foreign students and faculty involved in 
international exchange programs. Responsibilities will include typing, filing, answering phones, 
computer work, advising and community outreach work. Additionally, the student will be in a 
position to communicate the importance of study abroad. We would appreciate your evaluation 
of this candidate. Thank you for your assistance. 

 
What is your relationship to this student?____________________________________ 
 
How well do you know this student? 
 
Very well Fairly well Somewhat Very little   
 

Circle the number that best suits the student. 
  

5-excellent 4-good        3-average      2-poor      1-not acceptable     0-not applicable 
 
1. Self Concept   5 4 3 2 1 0 
 
2 Maturity   5 4 3 2 1 0 
 
3. Sense of Responsibility 5 4 3 2 1 0 

 
4. Initiative   5 4 3 2 1 0 

 
5. Communication Skills 5 5 4 3 2 1 0 

 
6. Time Management Skills 5 4 3 2 1 0 

 
7. Listening Skills   5 4 3 2 1 0 

 
Additional Comments: 

 

Name: __________________________________     Title: ________________________ 
 

Signature:________________________________    Date:_________________________  


