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Public Affairs and Communications Chief
The public affairs and communications chief manages the creation of marketing messages that positively raise the public image of 
The Hornet Tribune. He or she ensures that The Hornet Tribune brand is consistent, well timed, and newsworthy. Every day, the public 
affairs and communications chief direct strategies for newspaper, juggling several balls at a time. For example, the public affairs and 
communications chief may focus on establishing media relationships, arranging interviews, crafting public statements, handling crisis 
communications, writing talking points, creating press kits, and more. The public affairs and communications chief reports to the general 
manager and supervises six key managers.

Strategic Communications Manager
The strategic communications manager works closely with the Communications and Public Affairs team, executive leadership, and oth-
ers throughout the organization to support the organization’s external communication and outreach goals. A strong writer with sound 
judgement, the manager leads initiatives under the mentorship and oversight of the public affairs and communications chief.  He or she 
understands and promotes The Hornet Tribune’s goals, writes high-quality content for the division and external outlets, and assists with 
daily administration of digital communication channels.

Special Events Manager
The special events manager is responsible for every aspect of event planning. His or her duties center on planning and managing events 
of varying sizes and purposes. Special event manager must understand what it takes to make sure the logistics work out, keep everything 
within the allocated budget and ensure that the event itself is carried out smoothly.  The special events manager’s main duties include 
selecting venues, determining the cost, arranging event services and monitoring the chief’s approval.

Job Summaries for 
Public Affairs and Communications Chief

Strategic Communications Manager, Media Relations Manager
Special Events Manager, Digital Newsletter Manager, 

Alumni Development Manager, and Community Relations Manager

Digital Newsletter Manager/Editor
The digital newsletter manager/editor must have excellent written and oral communication skills, excellent organizational and man-
agement skills, and the ability to work within a tight-knit team as he or she will work within the entire The Hornet Tribune staff under 
the supervision of the public affairs and communications chief to source material for, write, edit and produce the monthly The Hornet 
Tribune Newsletter.  This is one of The Hornet Tribune’s key publications, so a strong understanding of The Hornet Tribune operations and 
an eye for detail are essential.

Community Relations Manager
$�FRPPXQLW\�UHODWLRQV�PDQDJHU�VXVWDLQV�SRVLWLYH�UHODWLRQVKLSV�ZLWK�FRPPXQLW\�PHPEHUV��QRQSURÀW�RUJDQL]DWLRQV��DQG�IHOORZ�HPSOR\HHV�
in order to cultivate a favorable operating climate for The Hornet Tribune. They carefully develop a strategy designed to make positive 
contributions to the local area while raising awareness for The Hornet Tribune. People with strong presentation skills and a desire to inter-
act with a variety of groups can succeed in this role.  Community relations managers work with the strategic communications manager 
prepare a variety of publicity materials. They write news releases, organization stories, factsheets, talking points, speeches, and social 
media content. They make sure that any print or digital materials offered to the community enhance The Hornet Tribune’s public image.

Media Relations Manager
The position of media relations manager is perfect for a unique public relations professional with understanding of the programmatic 
QHZVSDSHU� LQGXVWU\��7KH�PHGLD�UHODWLRQV�PDQDJHU�ZLOO�EH�DQ�H[FHOOHQW�FRPPXQLFDWRU�DQG�SURÀFLHQW�WHFKQLFDO�ZULWHU��DV�WKH\�ZLOO�EH�
tasked with conceptualizing media strategies and authoring press releases. Media relations manager have a broad working knowledge 
of televi sion, radio, and print journalism and skills in establishing a controlled, positive image in the media for The Hornet Tribune. 

THE SELECTION COMMITTEE
With the exception of the public affairs and communi-
cations chief, the Selection Committee is composed 
of the public affairs and communications chief, edi-
tor-in-chief, media advertising chief and the general 
manager. The process is divided into stages unless the 
number of applications received is very low. Selec-
WLRQ�RI�ÀQDOLVWV�IRU�DQ\�RI�WKH�SRVLWLRQV�DV�VWDWHG�DERYH�
is based upon the following criteria: 

THE SELECTION PROCESS
To be selected to work in the Communications and 
Public Affairs Division of The Hornet Tribune is a monu- 
mental achievement and is relatively one of the high-
er honors that a student can receive while attending 
Alabama State University. Any student who is selected 
to the positions of strategic communications manag-
er, media relations manager, special events manag-
er, alumni development manager, digital newsletter 
manager/editor, community relations manager and 
and public affairs specialist must submit the following 
information before he or she can be considered for 
the above mentioned positions:  completed staff ap-
plication, high school or college transcript, resume, 
and essay.

STAFF APPLICATION
Each student must submit a completed staff appli-
cation to the selection committee.  The staff appli-
cation is interactive, so it must be neatly typed and 
submitted before the stated deadline.  It must also 
be signed. 

STUDENT’S ACADEMIC PERFORMANCE
The transcript allows the selection committee to re-
view the academic performance of the applicant.  
It also allowed the selection committee to look at 
the courses the applicant has taken and the grades 
earned in both high school and college. In addition, 
the Selection Committee would like to review any 
portfolios authored by the candidate and published 
at Alabma State University, high school or any other 
publication.

RESUME
The resume’ will be carefully analyzed to determine 
how much time and effort has been given to its prep-
DUDWLRQ��5HPHPEHU��ÀUVW�LPSUHVVLRQV�DUH�ODVWLQJ�DQG�LQ�
a situation where several people are competing for 
a position, your resume’ may be the deciding fac-
tor. Therefore, ensure that your resume is clean, mod-
ernized and without errors. Resume’s submitted with 
errors will be trashed. Any employment experiences 
that relate to public relations should also be included 
on the resume with detailed information regarding 

Selection Process for Students who desire to work in 
Communications and Public Affairs Division

Alumni Development Manager
The alumni development manager is responsible for growing, shaping, and organizing The Hornet Tribune’s alumni. The alumni develop-
ment manager is responsible for identifying alumni, encouraging them to join the alumni association, purchasing a subscription to The 
Hornet Tribune, and soliciting scholarship funds for students who want to work on The Hornet Tribune. The alumni development manager 
keeps records and directories of all alumni members; keep records of alumni members up to date makes appropriate changes to the 
alumni relations programs if needed especially when budget constraints are concerned.

Public Affairs Specialist
Public affairs specialists communicate with the public on behalf of The Hornet Tribune.  They are also sometimes called communication, 
or media specialists. Public affairs specialists spread their employers’ or clients’ message to the public, often using media outlets as a 
means to do so, to help create awareness and uphold a certain image. Assist in developing press kit materials for media outlets, includ-
ing press releases, images, pitch letters, case studies, feature articles, and trend stories.  Arrange for press conferences, interviews, and 
other media and event appearances for the employer or client.

references and time periods for holding the respec-
tive jobs. We wish you much success.

THE ESSAY
7KH�HVVD\�RI�HDFK�ÀQDOLVW� LV� UHDG��JUDGHG�DQG�DYHU��
aged by the Selection Committee members. It usually 
UHFHLYHV�VSHFLDO�DWWHQWLRQ�LQ�WKH�ÀQDO�HYDOXDWLRQ��7KH�
purpose of the essay is three-fold: (1) to get an idea 
of how the applicant writes and develops a story; (2) 
to take a look at the applicant’s critical thinking and 
analysis skills and (3) to measure the uniqueness of 
his or her responses. After all criteria are considered, 
WKH�6HOHFWLRQ�&RPPLWWHH�GHWHUPLQHV�ZKLFK�ÀQDOLVWV�WR�
interview by telephone or in person. That decision is 
PDGH�E\�UH�HYDOXDWLQJ�DOO�SDUWV�RI�HDFK�ÀQDOLVW·V�DS-
plication and includes telephone calls to references 
on the application form. Three references are re-
quired.

THE INTERVIEW
The interview is probably the most important part of 
the process.  This is where the candidate receives an 
opportunity to meet with the selection committee 
and demonstrate why he or she is the best person for 
the position.  Here are some of the interview ques-
tions that have been asked in the past of candidates 
who applied for some of the positions: Why do you 
want to be in the position? What do you believe you 
can bring to the position in terms of skills, attitude and 
goals? What have you done in the past that demon-
strates you would be an asset to this publication, and 
if selected, and what will you do to move it forward? 
Each applicant should prepare well as your responses 
will weigh heavily on the decision made for the posi-
tion being sought.

THE CALL
After the selection committee has deliberated and 
selected and ranked the candidates, the general 
manager will call the candidates according to rank-
ing and offer he or she the position.  If the candidate 
accepts, he or she will meet with the general man-
ager and the public affairs and communication chief 
for an orientation.

PUBLIC RELATIONS TRAINING
Each student who is selected to a position must go 
through basic public relations training.  The training is 
essential as it allows the candidate to ensure a level of 
competency before taking on the position.  The train-
LQJ�WDNHV�IRXU�WR�VL[�ZHHNV�DQG�LV�PRGLÀHG�WR�FRPSOH-
ment the position for which he or she is training.  All 
students must go through the training unless they are 
SXEOLF�UHODWLRQV�PDMRUV�ZKR�DUH�FODVVLÀHG�DV�VHQLRUV�



Position Applying For:  ____________________________________________________________________

Name __________________________________________________________________________________ 
  Last      First     Middle

*HQGHU��BBBBBB�0DOH�BBBBBBB�)HPDOH����������������&ODVVL¿FDWLRQ�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

6WXGHQW�,GHQWL¿FDWLRQ�1XPEHU��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

$UH�\RX�D�8�6��FLWL]HQ"�BBBBBB�<HV�BBBBBB1R�� 661�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�

Home/Permanent Address

$GGUHVV�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�$SDUWPHQW��BBBBBBBBBBBBBBBBBB

City_____________________________________ State _____________  Zip Code ____________________ 

Telephone __________________________________ Cell Phone ___________________________________

(PDLO�$GGUHVVBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB:HE�$GGUHVV�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

University Mailing Address

$GGUHVV�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�$SDUWPHQW��BBBBBBBBBBBBBBBB�

City__________________________________________State _____________Zip Code ________________ 

(PDLO�$GGUHVVBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB:HE�$GGUHVV�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

Personal Information

7KH�+RUQHW�7ULEXQH�PDNHV�D�VSHFLDO�HIIRUW�WR�DWWUDFW�DSSOLFDQWV�ZKR�DUH�PHPEHUV�RI�UDFLDO�RU�HWKQLF�PLQRULW\�
groups. 
3OHDVH�FKHFN�RQH�FDWHJRU\��BBBBBBBB&DXFDVLDQ�BBBBBBBBB+LVSDQLF�BBBBBBBBB$VLDQ�3DFL¿F�,VODQGHU
BBBBBBBB$PHULFDQ�,QGLDQ�$ODVNDQ�1DWLYH�BBBBBBBBB$IULFDQ�$PHULFDQ

High School Experience

+DYH�\RX�HYHU�ZRUNHG�IRU�D�KLJK�VFKRRO�QHZVSDSHU��\HDUERRN�RU�OLWHUDU\�PDJD]LQH"�BBBBBB�<HV�BBBBBBB�1R��
1DPH�RI�3XEOLFDWLRQ�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

'LG�\RX�KROG�DQ\�OHDGHUVKLS�SRVLWLRQV�LQ�KLJK�VFKRRO"��,I�VR��SOHDVH�OLVW�WKHP��BBBBBBBBBBBBBBBBBBBBBBBBBB
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________

University/College Experience

List your undergraduate major ______________________________________________________________

,I�\RX�OLVWHG�FRPPXQLFDWLRQV��LQGLFDWH�\RXU�HPSKDVLV�RU�FRQFHQWUDWLRQ
BBBBBB�$GYHUWLVLQJ���� � BBBBBB3XEOLF�5HODWLRQV�� BBBBBB'LJLWDO�-RXUQDOLVP�� BBBBB�'HVLJQ
BBBBBB�%URDGFDVWLQJ� �� BBBBBB3ULQW�-RXUQDOLVP�� BBBBBB0XOWLPHGLD�� � BBBBB�3ULQW
    
:KLFK�RI�WKH�IROORZLQJ�FRXUVHV�KDYH�\RX�WDNHQ�RU�ZLOO�KDYH�FRPSOHWHG�E\�WKH�HQG�RI�WKH�6SULQJ�VHPHVWHU"
BBBBBB�,QWUR�WR�35� � � BBBBBB�6WUDWHJLF�&RPPXQLFDWLRQV� BBBBBB�0HGLD�(WKLFV
BBBBBB�35�DQG�&DVH�6WXGLHV�� � BBBBBB�'LJLWDO�6W\OH�DQG�'HVLJQ�35� BBBBBB�35�&DPSDLJQV
BBBBBB0XOWLPHGLD�:ULWLQJ� � BBBBBB35�5HVHDUFK� � � BBBBBB35�:ULWLQJ
BBBBBB%HJ��1HZVZULWLQJ� � BBBBBB0HGLD�5HODWLRQV� � BBBBBB&RS\�(GLWLQJ

,I�\RX�KDG�WR�VD\�ZKLFK�DUHD�WKDW�\RX�ZRXOG�H[FHO�WKH�EHVW�ZRXOG�LW�EH�HYHQWV�RU�ZULWLQJ"BBBBBBBBBBBBB
_______________________________________________.

Practical Journalistic Experience

&KHFN�GXWLHV�SHUIRUPHG�� BBBBBB&RS\�(GLWLQJ�� BBBBBB�5HSRUWLQJ�� BBBBBB�'HVLJQ
� � � � BBBBBB+70/�&RGLQJ�� BBBBBB�3KRWRJUDSK\�� BBBBBB�3URRIUHDGHU
 
&KHFN�DOO�RI�WKH�SRVLWLRQV�WKDW�\RX�KDYH�KHOG�RQ�D�VWDII

� BBBBB�([HFXWLYH�(GLWRU�� BBBBB�&RQWHQW�(GLWRU��� BBBBB�)HDWXUH�:ULWHU
� BBBBB�0DQDJLQJ�(GLWRU�� BBBBB�'HVLJQ�(GLWRU�� � BBBBB�$UW�&ULWLFV
� BBBBB�&ROXPQLVW�� � BBBBB5HSRUWHU�� � BBBBB&RS\�(GLWRU

+RZ�PDQ\�KRXUV�D�ZHHN�GR�\RX�SODQ�WR�GHYRWH�WR�WKLV�HQGHDYRU�LI�\RX�DUH�VHOHFWHG�WR�OHDG�WKH�VWDII"
_____ 1-5 hours _____ 6-10 hours _____ 11-15 hours _____ 16-20 hours _____ 21-25 hours _____
25-30 hours _____ 31-35 hours

$UH�\RX�VHUYLQJ�DV�D�VWULQJHU�RU�IUHHODQFHU�IRU�D�SURIHVVLRQDO�QHZVSDSHU��PDJD]LQH�RU�RQOLQH�SXEOLFDWLRQ"�
BBBBBBB�<HV�BBBBBB�1R�1DPH�RI�3XEOLFDWLRQ�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

,QGLFDWH�ZK\�\RX�EHOLHYH�WKDW�\RX�ZRXOG�EH�WKH�EHVW�SHUVRQ�WR�¿OO�WKLV�SRVLWLRQ�BBBBBBBBBBBBBBBBBBBBBBBB�
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________.

The Hornet Tribune
Communications and Public Affairs Division

STAFF APPLICATION
OFFICE USE ONLY

Interview    1. ________________
Grades    2. ________________
Essay    3. ________________
Experience/Writing Samples  4. ________________
Resume’    5. ________________

  TOTAL       _____________



Military Service

%UDQFK�RI�6HUYLFH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

'DWHV�RI�6HUYLFH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�

'XWLHV�6SHFLDO�7UDLQLQJ�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�

$GGLWLRQDO�,QIRUPDWLRQ
'R�\RX�KDYH�DQ\�GLVDELOLWLHV�WKDW�PD\�UHTXLUH�VSHFLDO�DFFRPPRGDWLRQV�RQ�WKH�SDUW�RI�7KH�+RUQHW�7ULEXQH�
VWDII�LQ�RUGHU�IRU�\RX�WR�IXQFWLRQ�HI¿FLHQWO\"�BBBBBB<HV�BBBBBB�1R�,I�\HV��SOHDVH�HODERUDWH�BBBBBBBBBBBBB
__________________________________________________________________________ ____________
___________________________________________________________________________

References

/LVW�WKH�QDPH��WLWOH��DGGUHVV��HPDLO�DGGUHVV��RI¿FH�DQG�KRPH�WHOHSKRQH�QXPEHUV�RI�WZR�SHRSOH��SURIHVVRUV��IRU-
PHU�KLJK�VFKRRO�WHDFKHUV��QR�UHODWLYHV��ZKR�DUH�IDPLOLDU�ZLWK�WKH�DELOLWLHV�WKDW�DUH�QHHGHG�IRU�WKH�MRE�LQ�ZKLFK�
\RX�DUH�DSSO\LQJ��%H�VXUH�WR�LQFOXGH�DUHD�FRGHV�IRU�WHOHSKRQH�QXPEHUV�DQG�]LS�FRGHV�IRU�DGGUHVVHV��6FUHHQLQJ�
&RPPLWWHH�PHPEHUV�ZLOO�FDOO�WKHP�GXULQJ�WKH�VHOHFWLRQ�SURFHVV�VR�SOHDVH�EH�VXUH�WKH\�DUH�DZDUH�WKDW�\RX�KDYH�
OLVWHG�WKHP�DV�UHIHUHQFHV��'R�QRW�OLVW�SHHUV�DV�UHIHUHQFHV�

1. Name ____________________________________________________Title _______________________ 
Address ________________________________________________________________________________
City _______________________________________State _______________ Zip Code ________________
+RPH�7HOHSKRQH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB2I¿FH�7HOHSKRQH�BBBBBBBBBBBBBBBBBBBBBBBBB�
(PDLO�$GGUHVV�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB&HOO��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB
3URIHVVLRQDO�7LWOH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�

1. Name ____________________________________________________Title _______________________ 
Address ________________________________________________________________________________
City _______________________________________State _______________ Zip Code ________________
+RPH�7HOHSKRQH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB2I¿FH�7HOHSKRQH�BBBBBBBBBBBBBBBBBBBBBBBBB�
(PDLO�$GGUHVV�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB&HOO��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB
3URIHVVLRQDO�7LWOH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�

1. Name ____________________________________________________Title _______________________ 
Address ________________________________________________________________________________
City _______________________________________State _______________ Zip Code ________________
+RPH�7HOHSKRQH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB2I¿FH�7HOHSKRQH�BBBBBBBBBBBBBBBBBBBBBBBBB�
(PDLO�$GGUHVV�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB&HOO��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB
3URIHVVLRQDO�7LWOH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�

Applicant’s Statement (Signature Required)

,�KDYH� UHDG�DOO�RI� WKH� LQIRUPDWLRQ�SHUWDLQLQJ� WR�7KH�+RUQHW�7ULEXQH�DQG� LI� VHOHFWHG�E\� WKH�6WXGHQW�0HGLD�
%RDUG��,�DJUHH�WR�KRQRU�P\�FRPPLWPHQW�WR�FRPSOHWH�P\�\HDU�DV�DQ�DGPLQLVWUDWLYH�HGLWRU�XQOHVV�,�EHFRPH�
PHGLFDOO\�GLVDEOHG��$OO�RI�WKH�LQIRUPDWLRQ�,�KDYH�JLYHQ�LQ�WKLV�DSSOLFDWLRQ�LV�WUXH�

Signature ___________________________________________________Date _______________________

Academic Information (Continued)

-XQLRU�+LJK�6FKRRO�$WWHQGHG�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�

6HQLRU�+LJK�6FKRRO�$WWHQGHG�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

8QLYHUVLW\�$WWHQGHG�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

Personal Information

+DYH�\RX�HYHU�EHHQ�FRQYLFWHG�RI�D�FULPH��RWKHU�WKDQ�D�WUDI¿F�YLRODWLRQ��RU�EHHQ�LPSULVRQHG�GXULQJ�WKH�ODVW�
VHYHQ�\HDUV"�$�FRQYLFWLRQ�ZLOO�QRW�QHFHVVDULO\�EDU�\RX�IURP�HPSOR\PHQW��BBBBBBB�<HV�BBBBBBB�1R���,I�\HV��
H[SODLQ��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB
_______________________________________________________________________________________

1DPHV�RI�IULHQGV�RU�UHODWLYHV�WKDW�DUH�HPSOR\HG�E\�7KH�+RUQHW�7ULEXQH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBB�
_______________________________________________________________________________________

Employment History (Begin with most recent employer)

1. Employer ________________________________________________ Dates Employed ______________ 

Address _____________________________________________Telephone __________________________ 

City ______________________________________State _____________________ Zip Code ___________ 

Beginning Salary _______________ Ending Salary ______________ Position held ___________________ 

5HDVRQ�IRU�/HDYLQJ�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB
 
2. Employer ________________________________________________ Dates Employed ______________ 

Address _____________________________________________Telephone __________________________ 

City ___________________________________State _____________________ Zip Code ______________

Beginning Salary _______________ Ending Salary __________________ Position held ___________ 

5HDVRQ�IRU�/HDYLQJ�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

3. Employer ________________________________________________ Dates Employed ______________ 

Address _____________________________________________Telephone __________________________ 

City ___________________________________State _____________________ Zip Code __________ 

Beginning Salary _______________ Ending Salary __________________ Position held ___________ 

5HDVRQ�IRU�/HDYLQJ�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB



The following materials must be submitted to the general manager by the stated deadline in or-
der for you to be considered to work in the Communications and Public Affairs Division of The 
Hornet Tribune.

CHECKLIST

_____________1. Public Affairs Division Application.  Everything must be printed.  The 
   application will not be accepted with cursive handwriting.

_____________2. A typed resume.

_____________3. A 500 word essay.  The application will not be accepted without the essay.

_____________4. High School or College Transcripts.

Your Essay . . . An Important 
Part of the Committee’s Decision

Your 500-word essay must be typed in an easy-to-read computer 
print font (Helvetica, 12 point).  It is permissible to make minor edit-
ing marks, should you spot errors while proofreading.

Often the selection committee will read and re-read an essay 
ZKHQ�GHFLGLQJ�ZKLFK�VWXGHQWV�ZLOO�DGYDQFH�WR�WKH�ÀQDOLVW�VWDJH���
Therefore, it is important to write a well-organized, straightforward 
piece.  Please do not exceed 500 words.

TOPIC:  Write an essay stating some reasons why it is important that 
a nominee to the United States Supreme Court should be of impor-
tance to the African American community and why?

BE SURE TO TYPE YOUR FULL NAME AT THE TOP OF EACH PAGE OF THE ESSAY 

Please staple the essay to this page


