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MEMO
TO: J&PR students applying for Tehama Group Communications
FROM: Dr. Janell Bauer, TGC adviser
RE: Application for fall 2019 team

Thank you for your interest in Tehama Group Communications, Chico State’s student-managed public relations agency. We are a collaboration of journalism, media arts and graphic design students working with real clients on and off campus to meet a wide range of communication needs.

Participation in TGC requires about 15 hours per week as well as a high level of dedication and passion for the crafts of writing, editing, research, visual communication, multiplatform storytelling and team work.

TGC staff must be available: Mondays 9-9:50 a.m. and Wednesdays from 9-11 a.m. during the fall semester and attend orientation August 14-15. 

J&PR students offered a TGC position are paid with experience, not cash. Course credit from 1 - 3 units is available depending on the positions agreed to and your graduation path.

The application for TGC consists of:
· Summary skills sheet
· Personal profile
· Editing test
· Resume
· Potentially, an interview

Explore TGC’s website, tehamagrouppr.com, to locate position descriptions and other important information under the Join Us tab.

Deadline & How To Submit Your Application

· Deadline to apply: 2 p.m., Monday, April 22.
· Package your application into one PDF and email it to jcbauer@csuchico.edu with the subject “TGC Application”.
· You may be contacted for an interview starting April 26. Interviews will most likely take place between April 29-May 3rd.
The Fall 2019 agency staff will be announced no later than noon, May 8.
Questions?
Please contact me via email: jcbauer@csuchico.edu.

Have fun with the application!

TGC Applicant Personal Profile
The goal of this segment is to get to know a bit about each candidate’s interests and skill sets. It’s also a test of your ability to write in an engaging way that can grab your audience’s attention.

Directions:
· Write a personality profile about yourself using the third person.
· Craft an engaging story that demonstrates your feature writing skills and creativity, while encompassing the questions below.
· You do not have to address the questions in order; make them work in the context of your story.
· You can also include other information you think helpful to showcase what you might bring to TGC.
· Be certain to follow Associated Press Style. The level of errors will be a deciding factor in staff selection.
· Do not exceed 3 pages, double-spaced.

Questions:
1. What are three character traits you possess that you are most fond of?
2. Why do you want to be in TGC?
3. Why are you the right candidate for the positions you’ve selected? Be as specific as possible.
4. What’s the superpower you’ll bring to TGC?
5. What do you expect the agency to give to you?
6. What’s the coolest thing you’ve done and/or experienced thus far in life?

On a separate page address the following:

1. Fall 2019 Availability
· What are the classes you’re planning to take and when those are offered.
· If you plan to work, indicate: your employer, part time/full time and hours per week.
· List organizations, clubs, interests, etc. that will require your time next semester, provide your title/position within the organization and approximate number of hours per week.
· Identify and explain any anticipated time away from Chico next semester.
· If accepted to TGC, what is your confidence level in your ability to meet the 15 hours per week commitment?

2. Interview Information
We’ll be scheduling interviews with top applicants. Interviews will take place between April 29-May 3rd.
[bookmark: h.gjdgxs]Interviews will take approximately 20 minutes and will take place in Tehama Hall 310. 

3. Work Study
[bookmark: _GoBack]Indicate below if you qualify for work study by stating “I do qualify for work study” or “I do not qualify for work study.”

TGC Applicant Summary Skills Sheet

Name:
Anticipated Graduation Date: 				Student ID #:
Major: 							Minor:
Cell Phone #: 						Email:

Position(s) you are applying for: (check as many as you like, indicate priority)
See the TGC website for job descriptions.

PR Staff								   Social Media			
*Will be involved in all general PR duties. 	                                          *Will work as a social media team to Duties may include, but are not limited to, 		                 		     implement agency wide social strategies
writing, branding, media relations and social media.	
		
_____PR Director							    _____Social Media Director	
_____PR Assistant Director						    _____Social Media Assistant     		
_____Account Executive                  					 
_____Assist. Account Executive					

Editorial								   Creative Team
*Will work with the editorial team to oversee 			          *Duties may include producing graphic editorial copyediting, AP Style and content development			             content, taking / editing videos	
								             pictures and logo creation.
_____Editorial Director	
_____Editorial Assistant					                _____Photographer/Videographer	 
						  			   _____Website Design
									   _____Graphic Design
	 



		







(Continued on next page)


Rate yourself in the following areas:

Writing Skills:
	News Writing 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Feature Writing 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Writing for Web 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Copyediting/Proofreading 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	AP Style 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Grammar, Punctuation 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Media Pitching 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE



Visual Communication Skills:
	Graphic Design 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Photography 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Shooting Video 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Editing Video 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	InDesign 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Illustrator 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Photoshop 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Web building-CSS, HTML 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Web building template 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE




Social Media for Business Use:
	Social Media Strategy 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Facebook 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Twitter 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	LinkedIn 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Instagram 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE

	Blogging 
	BEGINNING
	INTERMEDIATE
	EXPERT
	NO EXPERIENCE





TGC Applicant Editing Test

Directions: Review the following story for AP style, facts, grammar, spelling and overall clarity. Use AP editing marks to identify problems. If a suggested change cannot be made with an editing mark, write a brief note in the margin explaining what needs to be changed and clearly identify how it will be changed. Explain your reasoning for suggested changes only if you think it is necessary. Use a CQ to mark items that have been fact-checked.

How is Garrett Caldwell, New Director of University Communications, Promoting Diversity on Campus?
Chico State appointed Dr. Garrett Caldwell as Executive Director of University Communications, in Oct. 2018. The director is at the forfront of all communication efforts for the university and his extensive experience in communications and diversity efforts makes him the prime candidate to take on these responsibilities.
“Part of my role is to ensure that the communication team is coordinated so it reflects the brand, the voice and direction of the organization” said Caldwell.
His extensive experience in Communication and Media Relations has helped Caldwell gain leadership skill that prepared him to take on the task of executive director of university communications.
One of the challenges Caldwell discussed for university communications is helping spread the massage of diversity and inclusion on campus. The task requires accomodation of beliefs and educating the public on cultural and ethnic differences. 
Caldwell said he recently had the chance to attend a University Diversity Council (UDC) meeting and expressed how much of an impression there work made on him.
 “I was most impressed with the strategy that Doctor. Lang is taking to Cabinet that outlines the Key Performance Indicators that we’ll be striving to meet as an institution in diversity,” said Caldwell. Coming from a university in southern california working with diversity efforts, Caldwell was pleased to see how specific the KPI’s were.
Caldwell has dipped his toes into many different fields the throughout years. Caldwell has ventured into journalism, public relations, broadcasting, marketing and various top level communications roles.
He’s had many occupations in his career including as a pastor, TV news anchor, filmmaker, and adjunct professor. Caldwell eanred a bachelor’s degree in theology and communications from Oakwood University, a Master of Divinity from Andrews University, and a Doctor of Ministry from Wesley Theological Seminary.
Caldwel has been working with an institution affiliated with his denomination most of his career and wasn’t sure what to expect from a stateaffiliated institution. Caldwell believes Chico State holds similar values to him.
“It’s institution that has a very strong sense of misssion and a sense of porpoise that resonates deeply with me,” said Caldwell
Caldwell is aware there are efforts on campus to increase diversity and expressed his joy to be part of the team pushing for inclusion on campus. 
“One of the things that’s really important for students, when they matriculate on campus, is to be be able to just look and see pople that look like them in faculty, in staff and in leadership,” said Caldwell.
Part of his roll is to get experts-on-campus connected with outlets that want to cover them.
“For example, during the fire there were a lot of opportunities for experts on campus to interface with news outlets, national news outlets and inter national outlets, said Caldwell.
Caldwell oversees a high-performing team of commnnicators. He is in charge of designers, a social media team, a digital media team, writers and media relations coordinators whom he tasks with reaching out too news outlets and getting stories about the institution out there.
His goal is to amplify the voice of Chico State, not only in the region, but nationally and internationally as well.
“I think in this immediate area we are certainly well-known but i would like to high light and raise the profile of the university overall.”
Although Caldwell is proud of the vest experience he’s gained throughout his career, he recognises that there is always room to grow and learn as a professional and a person
Caldwell hopes to be more involved with the student body and points out that students need to be exposed to diverse environments and see people that reflect their and them communities. 
“They need to more than see them, they need to interact with them and say ‘hey I got something going on in my life. Let’s sit down and talk.’” said Caldwell, “I look forward to understanding how to be available to make that happen”. 
###
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