
 

 

Educational Consultant Position Description 

Spring 2022 Semester 

 

Alpha Sigma Tau is a national sorority that empowers women to excel in life. We provide women the 

skills, community, and empowerment they need to become the best versions of themselves. 

Through our programs and initiatives, we equip members with the tools they need to develop skills 

and mindsets that give them a competitive edge beyond graduation. Through shared values and 

experiences, we provide women with a community of sisterhood where they can be themselves, feel 

safe and supported, and be encouraged to strive for excellence. 

 

The impact you’ll make: 

Each year, Alpha Sigma Tau employs Educational Consultants (ECs) to work directly with collegiate 

chapter officers and advisors to help chapters maximize their potential. Through building trusting 

relationships and serving as client chapters’ point of contact on Headquarters Staff, ECs help 

chapters maximize resources, follow policies, operate efficiently, and provide a positive experience 

for members. 

 

What you’ll be doing: 

In the spring 2022 semester, you will likely be stationed at a campus with an Alpha Sigma Tau 

chapter needing elevated support and assistance. You will live on or near campus for multiple weeks 

and work to recruit members, train officers and advisors, and develop positive relationships on 

campus. You may also support additional client chapters through virtual support and three-day 

visits.  

 

You will work with your client chapters’ officers and advisors to excel in these areas: 

 

● Maximizing chapter growth and retention 

● Cultivating a physically and emotionally safe environment 

● Staying organized and on top of operational needs 

● Making an impact on their campus and in the community 

 

  



A typical day in the life of an Educational Consultant: 

 

Monday 

• Help run the chapter’s weekly formal Chapter Business Meeting 

• Meet with the chapter’s Vice President of Organization Development and Director of Event 

Planning to educate the officers on event planning policies 

• Develop meeting agendas for your upcoming meetings with chapter officers 

• Coach the Vice President of Growth in setting up the chapter’s MyVote account 

 

Tuesday 

• Participate in the weekly Chapter Services Team meeting 

• Meet with the Finance Team to review the chapter’s budget 

• Facilitate weekly new member education meeting 

• Educate and coach the Vice President of Growth in planning and executing the chapter’s 

continuous open bidding strategy 

 

Wednesday 

• Assist the Growth Team in extending bids to new members 

• Attend a biweekly meeting with the Fraternity/Sorority Advisor on campus 

• Participate in a one-on-one meeting with your supervisor 

• Represent and promote Alpha Sigma Tau at the student organization fair 

 

Thursday 

• Attend the weekly College Panhellenic Association meeting with the Vice President of 

Community Relations  

• Host an in-person training session for the Chapter Advisory Board 

• Lead the chapter’s weekly Executive Committee meeting 

• Coach the Vice President of Finance through billing chapter members for dues, fees, and 

assessments on Billhighway  

 

Friday 

• Meet with the Tau Honor Council (THC) Advisor to assist with an upcoming THC meeting 

• Attend your weekly in-person meeting with the Chapter President 

• Coach the Director of Ritual through taking inventory of the chapter’s Ritual supplies and 

preparing for the next Ritual ceremony 

• Coordinate and host a weekly sisterhood activity 

 

 

 

  



Required qualifications: 

● Initiated member of Alpha Sigma Tau in good standing 

● Bachelor’s degree 

● Anti-racist mindset and commitment to actively promoting diversity, equity, access, 

inclusion, and belonging in all aspects of Alpha Sigma Tau 

● Possess a valid United States driver’s license and able to operate a motor vehicle 

● Legally eligible for employment in the United States 

● Able to lift 50 pounds 

 

 

What you’ll need to succeed: 

● Commitment to living our values and upholding AΣΤ’s mission, vision, and policies 

● Proven success in effective chapter management, recruitment, and membership retention 

● Excellent oral, written, and non-verbal communication skills 

● Strong project management and organization skills 

● Ability and willingness to travel independently 

● Stamina and flexibility, as consecutive days of travel are likely 

● Leadership skills, often associated with a high-level officer position within Alpha Sigma Tau 

or another student organization 

● Intimate knowledge of and experience with College Panhellenic Association operations 

● Knowledge of and experience with Alpha Sigma Tau and National Panhellenic Conference 

policies on recruitment and membership selection 

 

 

Length of term: 

Your term as an EC will be from January 2022 through May 2022, though there may be the potential 

for reappointment for another year based on your performance and interest in returning. 

 

  



 

How you’ll be compensated: 

You will belong to a culture where our staff values our team, our work, the Sorority, and our 

members. Alpha Sigma Tau is a values-based organization, and our values drive the culture of our 

Headquarters Staff . We want people on our team who never stop Defining Excellence—whether 

that’s learning new things, going the extra mile to provide exceptional service to a member, or 

chiming in with ideas about how to do things better. 

 

Non-tangible benefits: 

● Autonomy: While we have specific goals to achieve, you won’t be micromanaged. We trust 

you to develop your own solutions to complete your tasks on-time. 

 

● Flexibility: Though your schedule will depend on when the collegiate members are available, 

you’ll have the flexibility to reasonably set your schedule and map out your own day’s work. 

 

● Valued input: As part of a small team, you’ll have the opportunity to have your hands in a 

variety of projects and help shape the Alpha Sigma Tau experience. 

 

● Growth: You’ll be offered professional development opportunities to learn and grow your 

skill set so you’re ready for life after being an EC. 

 

Tangible benefits: 

● $13/hour, hourly 

● Paid holidays 

● Paid personal time 

● Health, dental, and vision insurance 

● Employer-matched retirement plan 

● Full coverage on non-taxed meal stipends, travel expenses, and basic living expenses for 

work-related travel and long-term stays 

 

  



How to apply: 

Applications will be accepted and reviewed on a rolling basis, with priority given to applications 

received on or before December 1, 2021. 

 

Interested applicants should complete the Educational Consultant Application online here.  

 

You’ll need: 

● Résumé 

● Unofficial transcript 

● List of three professional, academic, or volunteer references including their name, 

relationship to you, the company/organization/department, their email address, and phone 

number 

● Cover letter of interest that includes responses to the following questions and scenarios: 

 

a. Describe a complex situation in which you had to learn a lot, quickly. How did you go 

about learning, and how successful were the outcomes? 

 

b. Describe your successful experiences with Panhellenic recruitment. 

 

c. Describe your understanding of accountability and why it is important to you. Why is 

accountability important in a group setting?  

 

d. Describe a time where you had to work within a team to accomplish a goal and 

encountered an obstacle. What role did you take to ensure the team succeeded 

despite the challenge? 

 

e. You are working with a chapter whose Executive Committee has expressed some 

concerns about communication within the committee and with the Chapter Advisory 

Board. The President has described how this lack of communication between 

Executive Committee members is impacting the chapter as a whole. As the 

Educational Consultant, what information would you want to know to help the 

Executive Committee and Chapter Advisory Board solve this issue? Who would you 

involve those officers and advisors to help solve the issue? Why is effective 

communication important among Executive Committee officers and the Chapter 

Advisory Board?  

 

Questions regarding the position should be directed to Morgan Shiflett, Director of Chapter Services 

at mshiflett@alphasigmatau.org or 317-612-7564. 

 

https://alphasigmatau.org/careers/
mailto:mshiflett@alphasigmatau.org

