Internship Journal         Xueyin Chen, International Office


Monday, 9/13, 9 am to 10:30 am
TASK/DUTIES:

I continued to work on the promotion brochure for the Student Ambassador Program. It will be distributed to international students on campus so that they can find out more about the program and sign up for it. The Student Ambassador program is a volunteer recruitment program for international students in Fredonia. International student volunteers on campus receive trainings, then make friends with prospective/incoming international students and help them problem-shoot. I finished the written part of this brochure and pulled together the layout in Microsoft Publisher. When I was printing a trial copy, the background of the brochure didn’t print out as it was shown on the screen, but it was towards the end of the day. I met with Mary Sasso, Director, for proofreading the written part of the brochure, and promised to her that I will fix the background of the layout tomorrow, even though Mary didn’t think it as a big problem.


I also followed up the promotions for the Host Family for a Holiday program by emailing the promotion flyer for prospective students to Janet Reid, secretary, so that she could print out a cleaner version of it on her laser printer. I wrote an email to inform international students about this program. When I had my meeting with Mary, we also discussed about sending information on this program to the faculties through the faculty listserv.


Mary had given me a copy of the International Student Welcome Booklet before for me to revise and edit. The booklet was designed for international students on campus to provide travel, immigration, academic and residential information. It was finished by student Chiyuri during the summer and was very informational. However I think it needed better organization. There is also more information that can be added to it and there’re a few minor grammar errors that can be corrected. I will continue to review it in detail in the future.


The meeting with Mary was efficient as usual. However because not everybody’s at the office at the same time, we can only communicate with other colleagues via email or phone. It’s not very convenient. 

Tuesday, 9/14, 2 pm to 4 pm
TASK/DUTIES:
The first thing I did today was fixing the previous printing problem I had with the Student Ambassador Program brochure. It was not printing the background because it was set in such way that the brochure to be printed on a special color, and all we had was normal blank paper. I learned that by checking the page properties. I fixed the problem by choosing blank paper instead and adding additional shapes to the background of the layout instead of depending on the default background. It printed out just fine. I made 20 copies of the brochure, 3 copies of the previously designed program flyer and left most of them on Mary Sasso (director)’s desk since she wasn’t at work. The rest I am keeping with me so that I can use them when I talk to the International Club members about the program on Saturday.

Janet Reid, secretary, had printed out a sample copy of the program flyer for the Host Family for a Holiday program. I made 50 copes of them and left them to Mary also. These flyers will be sent to prospective international students in a packet along with other application and campus information. Mary was very exciting about this idea when I brought it up to her earlier. We both thought this would increase the interests of the students and the popularity of the program itself.
Wednesday, 9/15, 9 am to 10:30 am
TASK/DUTIES:
The main focus of the day is to finish the promotion materials for the Student Ambassador Program, and start setting up a timeline for the program to run. I am planning to talk at the International Club meeting this Saturday and to the hockey team (since there’re many Canadians/European students in it) next week about the program. I will also email all the international students the following week to inform them about this program to push the recruitment. The deadline to sign up for fall 04 will be October 11. I will email signed up students to set up a time for trainings and email some other school departments to request information or a person to talk on the training sessions. I have also finished writing a draft for the said email that will be sent to the international student listserv, with brief program description and sign up deadline on it.

I also continued to review the International Student Welcome Booklet. I think the section on local services can be written from another angle. Right now it is more like a telephone directory, which is good and useful, but I think the students will appreciate a focus on “where and how to get things done”. More information on banking, postal service, and entertainment can also be added to this section.
Thursday, 9/16, 2 pm to 5 pm
TASK/DUTIES:
I had a meeting with Mary Sasso, Director today many issues were discussed.

I did an oral progress report on the Student Ambassador Program to her. We discussed the recruiting and training timeline and the possibilities for the future student ambassadors to obtain credit for the program. She also mentioned that she would meet with Jeff Meredith, coach of the college hockey team and talk to him about the program. Mary told me there’re more than 40 prospective international students that had contacted them for information inquiry, and suggested me to obtain a list of contact information of these students from Dan Goodwin, Assistant Director, so that the ambassadors will be able to get in touch with these students.


Mary also suggested a few local families and faculty members that I can send the Host Family for a Holiday brochure (including sign up information) to. For the International Student Booklet, I suggested to Mary that we could add a page with a wallet size card that students can cut out and carry with, with emergency contact information on it. Mary was delighted to hear the idea. She also gave me a new assignment on researching ways to establish a 1-800 toll free number for the office.


It was a pleasant and efficient meeting. Mary is very helpful and encouraging. She will be going to Venezuela next week and Janet Reid, secretary will take care of everything. I like Janet but I will definitely miss Mary’s encouragements.


Other than the meeting, I also spent some time to review the International Student Welcome Booklet. I reviewed the basic content and re-arranged the order according to its importance. I had also brainstormed with Mary at our meeting and decided to add more information to it relating to immunizations and health insurance.


I have also started my research on 1-800 Toll Free Numbers on the Internet.
Friday, 9/17, 2 pm to 5 pm

TASK/DUTIES:
For the Host Family for a Holiday program, I had listed all the potential local families and faculty members and reconfirmed their contact information. I typed up address labels with Word so that I can mail out the brochure and sign-up information to these families once the printer’s ready to print. It had been out of ink for a while and I had informed Janet Reid, secretary about it. It’s not very convenient to email the files to other people and have them print them out for you. I hate interrupting people. It makes me feel bad.


I also had a meeting with Mary Sasso, Director and Aaron Marshall, advisor from the admissions office. We talked about the possibilities of the student ambassadors collaborating with the Fredonia student recruitment and receiving trainings from the admissions office. I had also given suggestions on international student admissions.


Later on I also met with Kristina Juodyte, a graduate international student, when she was meeting with Mary. When Mary told her that we are working on the International Student Welcome Booklet, Kristina mentioned they had a very informational International Student Handbook from her previous school, Berea College. I will email her later to obtain the online version of this handbook. Kristina also mentioned many activities her previous school held for international students. Mary and I are thrilled to hear those and wanted to use some of the ideas to set up a carnival for the campus and local community to participate.


I also emailed all the international students and informed them about the Student Ambassador program. I did this a little earlier than the time I had set on the timeline. But I figure since Mary will be talking to Jeff Meredith, Hockey Coach, and he will talk to the hockey players about it, there would be no need for me to talk to the hockey team. Mary wants to keep the first group of the Student Ambassadors small, but I would really want to see more than two people to participate.
Monday, 9/20, 9 am to 10:30 am
TASK/DUTIES:
Two more students, Erika Hara and Kai Takita had signed up for the Student Ambassador program after I introduced the program in the International Club meeting for the second time last Saturday. And two students, Simon Maignan and Desmond Moulton had also contacted me during the weekend to sign up for the program. I replied their emails and answered their questions about the program. Now we have six people in the program now, not too many, but I think it’s a good size to start.

I downloaded the International Student Handbook sample from the website Kristina Juodyte provided to me and reviewed its list of content. It has a lot of information on immigrations and I think it will be a good idea to include it in our International Student Welcome Booklet too. Also it would be good to have a temperature and metric-American Measurements conversion chart in our booklet just like they did in theirs. After reviewing this booklet and joining it with the notes I took when I reviewed our original booklet, I came up with a draft outline for the new booklet.

Also student Lori Johnson stopped by to hand in her passport and I-20 form (an immigration information form) to Dan Goodwin, assistant director. Dan was not at work today and I couldn’t make an appointment for them while he was not here. So I made copies of her documents for her and dropped off at Dan’s office. It feels nice being able to help out.
Tuesday, 9/21, 2 pm to 4 pm
TASK/DUTIES:
Kristina Juodyte, graduate students who we had a meeting with sent me an email and provided me a link to her previous school newspaper database, which included many reports on their international student activities. These are very useful information. I am considering about collaborating with the International Club to pull a carnival together. I replied Kristina’s email and thanked her.


The printer is finally fixed and now we can print normally at the intern office. I printed out address labels and dropped off the brochures for the Host Family for a Holiday and the Student Ambassador in the mail.


I also sent out an email to Dan Goodwin, assistant director to obtain the contact list of prospective international students. I also asked Janet Reid, secretary, for permission to give the international student contact information list to Taiki Yasumatsu, vice president of the International Club. Janet approved and mentioned that Taiki can get in touch with Dan Goodwin to send out information through the International Student Listserv. I emailed Taiki and informed him about this matter.
Wednesday, 9/22, 9:00 am to 10:30 am
TASK/DUTIES:
I finished my research on the 1-800 Toll Free numbers online and wrote a report for Mary with service details and price quotes. I also tried to find a number that’s suitable for our office, but they were all gone. 

Dan Goodwin, assistant director, came over to ask for suggestions for the learning center newspaper. The learning center had sent out memos to obtain informations from departments for its newspaper for Experienced Students, which include international students. I suggested putting a reminder for them to purchase health insurance in time.

Dr. Jack Croxton left me a message to request a brochure for the Host Family for a Holiday program. I put one in the mail for him.
Student Fotini Papachristou contacted me yesterday to check Janet’s schedule so that she could meet with her. I suddenly noticed that everybody follows a pretty flexible/loose schedule here and most things are done by email/ over the phone when we can’t talk face to face. It does bring inconvenience but I think it’s good because they are more casual too.

LEARNING:

I have learned to apply my visual and written communication skills to my job. I have never formally done promotion materials completely on my own. It was a challenge to be responsible for everything from creating an idea, layout design, written materials to printing. But now I am more familiar with the procedure and more confident about doing such projects. Being in control of all these programs also gave me much valuable experience. Although I am still in the planning and promotion stage right now, but I have learned how to choose targets and communicate with them more effectively and professionally.

PROBLEMS/CONCERNS:

I experienced problem getting a larger number of responses from the target audience for my projects. It might be because my main target audience (international students) isn’t a very large group to begin with. But there should be ways to get them more involved. First I need to make sure they are informed about the programs. They might have gotten the emails or heard me talking at the meetings, but if they weren’t paying attention it’s easy to ignore the information. If they were informed in a more personal way, the level of involvement might increase. Also collaboration with other student groups might increase the number of our potential audience and the awareness of our programs. Making the programs more interesting or beneficial to the students will increase their interest in participating too.
OPPORTUNITES:

After meeting with international student Kristina Juodyte, we’ve decided to organize more activities for our international students and the local community. This will be a good opportunity to collaborate with other student/community groups and solve the problem above. I will gain valuable experience organizing larger scale activities and build connections at the same time. Also meeting with Aaron Marshall from the admissions office has offered me an opportunity to observe and learn before the actual training for the student ambassador program starts.

