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      Prospective students 
APPLICATION FORM 

WORK AND STUDY 2011/2012
During the academic year 2010/11, SEE University will offer students the opportunity to be engaged in the program Work and Study as part of a financial aid a package, under the following conditions:

· The student's salary cannot exceed the tuition fee 
· Maximum engagement is 15 working hours per week and a student may be engaged mainly for the payment of tuition fee during the academic year.

· The right of application in the Work and Study program include all students that follow full-time studies at SEEU during academic year 2011/12, however, priority will be given to students who prove the need for financial support as well as those who demonstrate skills for the work place. 
· Students that have received scholarships or financial aid from any fund in the previous and subsequent academic year are not eligible for the Work and Study program. 

Students can be engaged in the following Departments listed, moreover, students are required to select a Department/Sector that they would like to apply for the Work and Study Program. 

	1. Library 
                      

 FORMCHECKBOX 
 
  07. IT Department:

	2. Career Centre                                                           FORMCHECKBOX 
 
     * IT-Demonstrator
                     FORMCHECKBOX 
  

	3.   Business Development Centre                             FORMCHECKBOX 
 
       * IT-Support

                     FORMCHECKBOX 
 

	4. Institute of Environment and Health                 FORMCHECKBOX 

         * Web Designer/Developer                    FORMCHECKBOX 
 

	5.             Facility: 
	                        * CST Laboratories                                 FORMCHECKBOX 
 

	· Cleaning                                                            FORMCHECKBOX 
               08.  SEEU Alumni                                            FORMCHECKBOX 
               

	· Maintenance 

                   FORMCHECKBOX 
 
   09. Language Centre 
                     FORMCHECKBOX 


	· Technical Maintenance
                   FORMCHECKBOX 
  
   10. Administrative support                         FORMCHECKBOX 
 

	· Audio                      

                   FORMCHECKBOX 
                11. Administrative support –Skopje          FORMCHECKBOX 
  

	   6. Student Service                                                          FORMCHECKBOX 
                12. Telephone operator                                 FORMCHECKBOX 
   


JOB DESCRIPTIONS 
1. Library 
Main duties and responsibilities of students are: finding, keeping evidence, receipt, and delivered books, stamping books and ordering them in drawers, ordering and maintenance of cassettes and CDs, etc.
2. Career Centre 
Main duties and responsibilities of students are: Perform daily tasks within the centre, developing designs, assisting in organizing conferences, meetings and presentations to students, assistance in organizing the Career Fair.  

3. Business Development Centre 
Main duties and responsibilities of students (for administrative position) are: to assist in planning and realization of daily duties BDC, assist on initiating and maintaining communication with business community, update of the BDC database, translation of needed materials, etc.

Main duties and responsibilities of students (for design position) are: designing of promotion materials, newsletter, BDC web page and active role during daily activities of BDC.
4. Institute of Environment and Health            

Main duties and responsibilities of students are: performing daily activities within the Institute, update of the IEH web page, assistance for organizing conferences, debates, forums, presentations for students, assistance on organizing seminars outside of campus.

6. Student Services  
Main duties and responsibilities of students are: Informing students and all interesting parties who address the Information Office and offering administrative support for Student Service staff.

7.1. IT Demonstrator/Tutor 
Main duties and responsibilities of students are: the IT Demonstrator/Tutor is obliged to assist the IT Instructor during classes and help with tutoring students who lack behind with their lectures.

For IT Demonstrator/Tutor can apply only students of computer sciences 2nd and 3rd year. These students should have passed the exam Advanced IT Skills. 
7.2. IT Support – CST Labs
Main duties and responsibilities of students are: to monitor and give support during usage of computer and network. Only students of computer sciences can apply. Students who will be engaged in these positions are obliged to do installation and configuration of computer systems, diagnoses of problems in hardware and software, solution for technical problems, both through telephone and in person.
In short, students should be in service to students, academic and administrative staff, for any type problem in the field of IT.

7.3. Web designer/developer 

Main duties and responsibilities of students are: to publish and update daily information, such as: news, info for students, info for research, gathering information from faculties and centres. They will have to follow all activities at University level in order to gather materials such as: photos, videos and other materials, etc. 


08. SEEU ALUMNI

Main duties and responsibilities of students are: to assist in planning and performing daily duties, to initiate communication with relevant universities, organizations and associations in Macedonia, and update of the SEEU Alumni database.

09. Language Centre
Main duties and responsibilities of students are: to offer administrative support for usage of resources in disposal for students and staff.

10. Administrative support in the faculties 
Main duties and responsibilities of students are: to offer administrative support for the staff and students of the faculties.

Part 1.   Student Data 
	Name:
	     

	Last name:
	     

	Date of birth:
	  
	(day)
	  
	(month)
	    
	(year)    

	Gender:
	       Male    FORMCHECKBOX 

	Female      FORMCHECKBOX 


	Student ID:
	     

	Faculty:
	             
	Year of studies  
	       

	Credits Gained 
	       
	GPA 
	       

	Address:
	     
	Tel/cell number:
	     

	Town:
	     
	E-mail:
	     


Other information 
1.Work experience .
	     


2. Languages 
Albanian 






level (1-5)
 FORMCHECKBOX 

Macedonian





level (1-5)
 FORMCHECKBOX 



English






level (1-5)
 FORMCHECKBOX 

_________________





level (1-5)
 FORMCHECKBOX 



___________________





level (1-5)
 FORMCHECKBOX 



3. Have you received any scholarship (financial aid) in the past?
Yes/No       (If YES, please indicate the academic year and name of the program)  __________________________

4. Are you applying to any other scholarship during this time?

   Yes/No        ((If YES, please indicate name of the program)  ___________________________________________
5. Have you worked in the Work and Study  Program in previous years?
   Yes/No       (If YES, please indicate the year)                                                                Income for that year  
   Po/JO       (If YES, please indicate the year                               )                                    Income for that year
Part 2.    Family Data 
	Marital status of parents:
	Married:  FORMCHECKBOX 
 
	Divorced:  FORMCHECKBOX 

	Widow:  FORMCHECKBOX 


	

	Number of children (excluding you):
	 FORMDROPDOWN 



	Name  
	Relationship
	Age 
	Status

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	First and last name of your father:
	     

	Address:
	     

	Profession, place of work:
	     

	Telephone number: 
	At work:
	     
	At home:
	     


	First and last name of your mother:
	     

	Address (if it is same as above leave it blank):
	     

	Profession, place of work:
	     

	Telephone number: 
	At work:
	     
	At home:
	     


Are either of your parents unemployed (registered at the Employment Bureau)?

	Father:
	 FORMCHECKBOX 

	Mother:
	 FORMCHECKBOX 



Are any of your family members physically disabled? Please describe the disability: 

	     

	     


Part 3.  Financial data 
	Monthly income of father:
	     

 FORMTEXT 
     
	
	2011                    (last 3 months) 

	Monthly income of your mother: 
	     

 FORMTEXT 
     
	
	2011                    (last 3 months)

	Total income of your parents:
	     

 FORMTEXT 
     
	
	2011                    (last 3 months)


	Income of other family members: 
	       

 FORMTEXT 
     
	
	2011                     (last 3 months)


	Cash savings:
	     
	Bank account: 
	     

	Net monthly income from family business:
	     


Indicate how you have acquired the apartment (house) where your family currently lives: 

	Bought :  FORMCHECKBOX 
    Rented:  FORMCHECKBOX 
    Given by government:  FORMCHECKBOX 
  
	Other:
	     

	Address: 
	     
	Price
	     


Other real estate: 

	Type: 
	     
	Price:
	     
	Address:
	     

	

	Type: 
	     
	Price:
	     
	Address:
	     


 (Note: If you need additional space, please attach to this form) 

Private vehicles: 

	Type: 
	     
	Year of production:
	     
	Value:
	     

	Type: 
	     
	Year of production:
	     
	Value:
	     


Other assets (land, agricultural equipment, livestock [cattle, sheep, horses], etc.) Include the amount or number.

	a. 
	Type:
	     
	Amount:
	     

	b. 
	Type:
	     
	Amount:
	     

	c. 
	Type:
	     
	Amount:
	     

	d. 
	Type:
	     
	Amount:
	     

	e. 
	Type:
	     
	Amount:
	     


Declaration
I declare that all information given in this application are complete and accurate. I am conscious that any information given in error, or omission may result in rejection of the request for engagement in the Work and Study Program, or exclusion from SEEU. Accordingly, SEEU maintains the right not to engage a student in the Work and Study Program, for reasons for which it considers sufficient, including academic status and personal behaviour.

Signature of student: ______________________________________     Date: _________________

Signature of student’s father: _______________________________      Date: _________________

Signature of student’s mother: _____________________________        Date: _________________
Contact person: 
Asim Beqiri
SEEU Financial Aid 

SEEU campus, 802.02

Tel. +389 44 356 044 
E-mail: a.beqiri@seeu.edu.mk
         REQUIRED DOCUMENTS
  
The following documents  must be submitted with this form: 

1.  Certificate which proves the net monthly salary for each employed family member. 

2.  Certificate from the Employment Bureau for unemployed family members.
3. Receipt for compensation (social welfare) issued by the Ministry of Labour and Social Policy, if no family members are employed. 
4. Copy of the last pension check for retired family members.  
5. Certificate from the relevant school for pupils/students of your siblings. 

6.  A copy of a Court Decision in the case of divorced parents. 

7. A copy of a Death Certificate in case of death of a parent. 
8. Appropriate documentation  for registration of all motor vehicles owned by family members, or confirmation that family members do not own motor vehicles.  

9. Confirmation by the tax authority (Public Revenue Service)  of the financial situation of the applicant and his/her parents.

10. Certificate of your family situation given by the competent municipal services (number of family members).
11. Real estate certificate from the Cadastre Service, for ownership of all property, (i.e. house, apartment, land.)
12. Bank account statement for the last year. 

Note:Submitted documentation is kept one year from the date of its submission. 
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