
 

 

 

 

Osprey Productions plans, produces, and promotes a variety of entertainment events for the UNF student 

body. Regular programming includes major concerts and comedy shows in the Coxwell Amphitheater at 

the UNF Student Union or the UNF Arena. Other events include programming movies, lectures, novelty, 

acoustic performances, and events held during the academic semesters. Members have the opportunity to 

develop programming ideas for campus entertainment as well as volunteer in all facets of event planning, 

production and promotion. 

Personal Information 

__________________________________  __________________________________ 

Name Student          ID # (N-Number) 

__________________________________  __________________________________ 

Email Address         Street Address 

__________________________________  __________________________________ 

City           State and Zip Code 

__________________________________  __________________________________ 

Telephone       Class Status (freshman, sophomore, etc.) 

__________________________________  __________________________________ 

Major         Anticipated Date of Graduation 

 

Authorization 

I authorize the University of North Florida Student Government Director to verify that my 

institutional grade point average is at least a 2.5, I am currently enrolled in at least one (1) class, 

and that I am no prohibited from participation in Student Government by the University of North 

Florida Student Conduct Office. 

 

________________________                    ________ 

Signature     Date 

 

 



Instructions 

1. Fill out the entire application including the questionnaire. 

2. Attach your resume (without GPA) and a statement of interest.  This will need to include 

your reasons and motivations for applying to work for Student Government and Osprey 

Productions’ in particular with specific references to the position you are applying for.   

3. Turn in your application to the Student Government Rotunda, building 58E Room 3300 

(in the Student Union).   

4. Immediately after submitting your application, fill out a purple conduct/GPA form from 

the rotunda desk and timestamp and turn it into the Office of the Student Government 

Director (Building 58E Room 3401 – down the hall from the rotunda).  An application 

will be considered incomplete if this purple conduct form is not turned in.   

5. You will be contacted by a member of the Osprey Productions’ staff within a reasonable 

amount of time for further instructions.   

6. Any questions or concerns about the application should be directed to Osprey 

Productions Director Bryant at opdir@unf.edu.  All emails will be answered within one 

(1) business day.   

 

  

mailto:opdir@unf.edu


Osprey Productions Support Staff 

Support Staff work to carry out the day to day operations of the Agency as well as 

work with Event Coordinators to assist in specific aspects of event planning.  Each 

position will be responsible for a set of responsibilities and will be expected to be 

able to carry them out to completion.    

If interested in more than one position, please fill out a separate application for 

each.  

Marketing Coordinator (20 hrs/week) 

 Oversee and implement the marketing side of all events put on by Osprey Productions. 

 Work with Event Coordinators to brainstorm and create a marketing plan for events.   

 Maintain Osprey Productions’ website and social media accounts.   

 Serve as primary contact for electronic communication to the student body.   

 When necessary, serve as photographer for events and event marketing.   

 Preserve Osprey Productions’ history as the historian.   

Graphic Designer (20 hrs/week) 

 Design all graphics, to include posters, A-frames, road signs, social media posts, etc., for 

Osprey Productions’ events and operations.   

 Work with the Marketing Coordinator to get the word out on upcoming and future events.   

 When necessary, serve as photographer for events and event marketing.   

Office Coordinator (20 hrs/week) 

 Create and maintain the Osprey Productions’ calendar of events. 

 Track and maintain Osprey Productions’ inventory of supplies.  

 Assist Directors in maintaining office files and paperwork.   

 Work with Directors in a support capacity the day of large shows and productions.   

 Create Day of Show binders to include all necessary paper work, contacts, and details.   

Student Engagement Coordinator (15 hrs/week) 

 Serve as the liaison between Osprey Productions’ staff and volunteers.   

 Maintain volunteer tracking paper work.   

 Create recruitment campaigns and work to maintain current volunteer base and engage 

them with events.   

 Work with the Directors to put on general body meetings for volunteers and staff.   

 

 



Osprey Productions Event Coordinator 

There are four Event Coordinators who all work to propose and put on events for 

the Student Body.  Each coordinator will have several events that they will be 

responsible for planning and executing.  They all report to the Assistant Director 

directly and work with members of the support staff in order to accomplish certain 

parts of their events (marketing, volunteer coordination, etc).   

If interested in an Event Coordinator position, please fill out one application and 

when prompted write all positions interested in.   

Music Event Coordinator (15 hrs/week) 

 Plan music themed events such as Silent Disco, Open Mic Nights, Battle of the Bands, 

etc. 

Stage Production Event Coordinator (15 hrs/week) 

 Plan stage events such as Movie Nights, Campus Movie Fest, Drag Show, Public 

Speakers, Theater Shows, etc. 

Sports and Leisure Event Coordinator (15 hrs/week) 

 Plan events centered on activities such as capture the flag, laser tag, athletic tournaments, 

etc. 

Performance Art Event Coordinator (15 hrs/week) 

 Plan performance art events such as flash mobs, dance performances, and cultural 

awareness events.   

 

Interview Preparation 

Marketing Coordinator (20 hrs/week) 

 Be familiar with Executive Agency Policies and Procedures, Osprey Productions Policies 

and Procedures, and Osprey Productions’ website. 

 Create a marketing campaign for a Mainstage Concert (artist and theme your choice).   

 Write a mock Facebook post apologizing for an event cancellation and announcing a 

replacement event (no graphics needed).   

Graphic Designer (20 hrs/week) 

 Be familiar with Executive Agency Policies and Procedures, Osprey Productions Policies 

and Procedures, and Osprey Productions’ website. 



 Create an original graphic promoting a Mainstage Concert (artist and theme your choice) 

that shows your talent.  Please provide multiple formats of this graphic. For example a 

size, style, format that could go on a t-shirt, one for a poster, one for a social media post, 

etc.   

 It is highly encouraged that you submit up to three other graphic designs of your own 

creation (can be from past class, personal, or work business).   

Office Coordinator (20 hrs/week) 

 Be familiar with Executive Agency Policies and Procedures, Osprey Productions Policies 

and Procedures, and Osprey Productions’ website. 

 Be prepared to discuss your organizational style and skill set.   

 Compile an organization layout for the planning and day of a Mainstage event (a word 

document stating the sections, subsections, areas, dividers, details etc is acceptable).   

Student Engagement Coordinator (15 hrs/week) 

 Be familiar with Executive Agency Policies and Procedures and Osprey Productions 

Policies and Procedures. 

 Create a volunteer campaign targeted at Summer B freshman.   

 Prepare to answer a fictitious volunteer problem scenario.   

Music Event Coordinator (15 hrs/week) 

 Be familiar with Executive Agency Policies and Procedures and Osprey Productions 

Policies and Procedures. 

 Prepare an original themed event with a $2,000 budget.  Please have an outline that 

includes a brief planning timing, marketing ideas, justification for audience, and 

execution.   

Stage Production Event Coordinator (15 hrs/week) 

 Be familiar with Executive Agency Policies and Procedures and Osprey Productions 

Policies and Procedures. 

 Prepare an original themed event with a $2,000 budget.  Please have an outline that 

includes a brief planning timing, marketing ideas, justification for audience, and 

execution.   

Sports and Leisure Coordinator (15 hrs/week) 

 Be familiar with Executive Agency Policies and Procedures and Osprey Productions 

Policies and Procedures. 

 Prepare an original themed event with a $2,000 budget.  Please have an outline that 

includes a brief planning timing, marketing ideas, justification for audience, and 

execution.   

Performance Art Event Coordinator (15 hrs/week) 



 Be familiar with Executive Agency Policies and Procedures and Osprey Productions 

Policies and Procedures. 

 Prepare an original themed event with a $2,000 budget.  Please have an outline that 

includes a brief planning timing, marketing ideas, justification for audience, and 

execution.   

 

  



Questionnaire 

You can either type out your answers or write below.  If typing, please use 12 point 

font and keep it under 3 pages.  Please attach a resume without your GPA.   

For those applying more than one Event Coordinator position, only one 

questionnaire is needed. 

What leadership experience do you possess? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

_________________________________________________________________ 

What purpose does your position hold within Osprey Productions? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

Why do you think you are suited to that position? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

Do you have experience working under deadlines, planning events, and working 

with a budget? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

What experience do you have working with teams? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 



Are there any types or styles of events that you would feel uncomfortable working 

on? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

Please list any other campus activities/interests in which you are involved and any 

other time commitments that may help or hinder your performance in this position. 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 

 

 

 

 


