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Machon Chana Work Study Application 
 
Through our Work-Study program, students can use their unique talents and skills to as partners in accomplishing the 
school’s mission, while at the same time, earning financial credits towards their tuition.  The following jobs are available 
after school, in the evenings, and on weekends. In order to apply, please choose any of the options below and attach a 
paragraph about your background, skills, and experience in theses areas.  Please indicate two references, and return this 
application at your earliest convenience.  Decisions are generally made within a week.   Most jobs will be remunerated at $10 
an hour, more skilled jobs will be higher.    
 
NAME:   _______________________________________________   PHONE #__________________________                                          
ADDRESS_______________________________________________E-MAIL____________________________ 
 
 
q  Database Management (Multiple positions available): Students needed to collect data by checking other databases on 
line, calling and e-mailing and data entry. Basic internet and typing skills required. Foreign students can be assigned to 
countries that speak their native language. 
 
q  Writing (2 positions available): Write correspondence, promotional materials, direct mail materials, website copy, 
school newsletter and a variety of other items for the school. Good writing skills and solid knowledge of English language and 
grammar required. Some computer knowledge useful.  
 
q  Graphics (1-2 positions available): Design brochures, flyers, mailing pieces and a host of other possibilities for 
Machon Chana. Design experience and computer graphics knowledge required. 
Estimated time commitment per week: Varies, depending on projects needed. 
 
q  Telemarketing (multiple positions available): Join Machon Chana’s fund raising effort by calling current and potential 
donors, as well as alumnae, in one or more of the school’s fund raising campaigns. Evening and Sunday hours available. Fund 
raising experience helpful, but not required. 
 
q  IT (multiple positions available): Help Machon Chana in either developing or maintenance of our website.  Assist in 
developing new sections and links. Good knowledge of English and I.T. necessary.  
 
q  Class Recording and Archiving (1 position available):  Set up equipment needed for daily online recording and 
archiving prior to and after classes.  Requires minimal IT knowledge.   
 
q  Filing and Organizing (2 positions available):  Help file and organize office and administrative paper work.  
Organizational skills and some computer knowledge required. 
 
q  Mailing (2 positions availale):  Organize, address label, and mail out letters, brochures, and other various bulk mailing.  
Some organizational skills helpful. 
 
q  Workstudy Supervisor (1 position available):  Set-up, delegate and supervise work study program. Good 
organizational and delegation skills and great personality are necessary.  
 
q  Special Skills Teachers: (multiple positions necessary): Drama, Art, Music, Gym. Dancing, Sewing, Special Ed. 
Please indicate your specialty. ______________ 
 
q  Other Skills: Please indicate your talent or suggestions: 
______________________________________________________________________________________________________
______________________________________________________________________________________________________ 
 
 
I __________________________, hereby understand that the Work-Study program is a commitment, and that, if selected for 
the position to which I applied,  I will be responsible to work 7-12 hours per week during my period of study at Machon Chana, 
and that my remuneration, at the minimum rate of $10 per hour, will be applied towards the cost of  my tuition. 
 
 
My preferred choice of work from stated above _______________________________________ 
 
Signed _________________________________       Date_________________ 


