Community Ambassador-Catalyst
Job Description

Looking for a student job that works around your schedule and helps you grow? Join a campus team where you will gain valuable experience, collaborate with supportive staff, and take on real responsibilities that contribute to the university community. Whether you are looking to build your resume, develop new skills, or simply earn while you learn, we welcome students of all backgrounds. With hands-on training, flexible hours, and a welcoming environment, this is your opportunity to grow professionally while staying connected to campus life.

The Catalyst Community Ambassador, working under direct supervision, assists with daily building activities, events, and the student community. Duties may include, but are not limited to:
· Providing general reception services, including greeting guests
· Providing information and responding to questions from the Executive Leadership Team
· Managing communications as needed
· Coordinating events, attending, and running logistics as needed
· Assisting in communications regarding building events and activities
· Provide tours of building spaces
· Develop ideas and projects to create a student community within the building
· Connecting with students to understand their needs within the Catalyst building
· Performing other related duties as assigned or required

This position will report to the Chief of Staff in the President's Office.

This position is budgeted to allow a maximum of 10 hours per week through September 15. Working hours are typically between 8 am to 5 pm Monday through Friday, based on availability, but could include events during evening hours and the weekend

Required Qualifications:

Applicants must have experience with courses in the Catalyst building.

Applicants must have held a leadership position in a student organization.

Applicants must have a demonstrated professional demeanor and the ability to effectively communicate with a diverse population via phone, in-person, or electronic communications.

Applicants must have experience with Microsoft Office Suite.

Applicants must have good computer skills with the ability to type or keyboard, perform data entry, and prepare documents.

Applicants must be able to file documents both physically and electronically.

Applicants must be reliable, responsive, and willing to take direction and follow guidance.

Applicants must be detail-oriented.

Applicants must work both independently and in a collaborative group setting.

Applicants must be able to work with others at all levels, have a professional demeanor, excellent interpersonal skills, strong oral and written communication skills, and emotional intelligence.

Applicants must be able to manage conflict, collaborate and work effectively both independently and as a member of a team.

Preferred Qualifications:

Previous experience leading a Catalyst-centered club.
Declared major is a Catalyst program.

Intended Outcomes:

1. Critical Thinking & Problem‑Solving: Identify outreach gaps and recommend improvements.

2. Oral & Written Communication: Engage visitors with clear information about Catalyst programs.

3. Teamwork & Collaboration: Collaborate with faculty and student groups on Catalyst events.

4. Leadership: Represent Catalyst in campus fairs; lead walking tours or tables.

5. Professionalism & Work Ethic: Uphold a helpful, professional presence on site.

6. Career & Self‑Development: Explore higher-education support service career paths.

7. Creating Belonging: Ensure accessibility and culturally responsive communication.

8. Technology: Use scheduling tools, digital presentation materials.

Student employees are subject to EWU’s employment Policies and Procedures and the EWU Student Code of Conduct. As a student employee, you are expected to adhere to both. Please be advised that violations of the EWU Student Code of Conduct may affect your employment on campus, even if the conduct occurs beyond the scope of your job responsibilities.

All new employees must comply with EWU immunization Policy 602-02 and provide proof of immunity or vaccination to MMR and proof they are fully vaccinated before beginning work at EWU. Waivers for the immunization requirements are available for medical or sincerely held religious beliefs. 

This position, during the course of university employment will be involved in the receipt of, or accountability for, university funds or other items of value; as well as the unsupervised access with the developmentally disabled, vulnerable adults or children under the age of 16. The offer of employment is contingent upon successful completion and passing of a background check prior to beginning employment.
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