
 
Student Missionary Union 
13800 Biola Ave. box 10 
La Mirada, CA 90639 
Phone: 562.903.4881 
Fax: 562.906.4564 
 

   Since 1923 
 
 
Dear Prospective Applicant, 
 
It is my joy to support you in your pursuit of a position on the 2009-2010 Student Missionary 
Union staff.  Since last year I have been praying for those who will follow this year’s staff.  
These are positions of great responsibility and influence that stretch across the campus and 
around the world. Since 1923 the Student Missionary Union at Biola University has impacted 
countless of lives for the Kingdom of God. Through the faith of those that work and volunteer 
here many are brought to faith.  
 
It is my prayer for you that above all you seek the glory of the cross, the person of Christ, and 
serve him fearlessly for the endurance of your life. It is through people like you, those that 
willingly take risks for the Lord almighty, exercise their belief in a loving savior, and humble 
themselves unto Christ’s will, that the Kingdom of God is advanced. This is one step, one 
opportunity, to glorify the Father.  
 
As you prayerfully consider your application for a position in SMU, all of the information in this 
packet is very necessary for the process to be completed well and on time, so please read 
everything very carefully.  Be sure to note closely all the required dates and steps for the 
completion of the application. 
 
God has been, is, and will continue to be moving amongst students for His Kingdom’s sake, and 
this is why I’m excited that you are considering joining in with what He already is doing! 
 
Please stop by the SMU office in the upper SUB with any questions or concerns.  The staff and I 
would love to pray for you and encourage you during this process.    
 
Unto the Author of the redeemed,  
 
 
 
Adam Payton 
SMU President 
smu.biola.edu 



 

 
Checklist 

Application for SMU Staff 
 

 
 

please include all of the following at the time of submission or application 
will not be considered valid or complete 

 
 

 Application for Student Missionary Union 
 

 Resume  
 

 Training & Meeting Agreement 
 

 Statement of Responsibility 
 

 Application Signatures 
 

 Please also include work/class schedule for Spring 2009  
(For ease with scheduling interviews)



 

 
Hiring Schedule of Events 

 
      SUN       MON       TUES         WED        THURS            FRI        SAT 

29  30 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31 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BOD Apps Due 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Applications 
Due by 5pm 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10 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& 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28 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* A run‐off election will only occur if no candidate(s) receives a simple majority (50%) of the total valid ballots cast.   
 



 

Application Signatures 
For SMU Staff Positions 

 
 

Each candidate is required to obtain the signature of the Registrar and Director of Residence 
Life on his/her own.  Once completed, please turn in to the AS Secretary along with the 
application packet.  

 
 

 
1. Academic Standing –Office of the Registrar 
Yes No 
         The following student, _______________________, has a cumulative GPA of 2.5 

or above. 
 

          This student has COMPLETED _______ semesters at Biola  
University. 

 
 Official Signature ______________________ Date ______________ 
 
 

2. COMMUNITY STANDING  -Office of Residence Life (Beth Born or Rachel Clark) 
 

Official Signature _________________________________ Date ______________ 
     

 
 
 
 
   
 
 
 

 
 
 

 
Office Use Only: 

Date Completed:  ________________ 
Approved:   _____________________ 
Comments: ____________________________________________________________ 



 

TRAINING & MEETING 
AGREEMENT 
 

 
 
I, ____________________________________, agree to attend all of the following events if I am 
hired for the SMU 2009-2010 staff.   
 
1. New SMU Staff Meet & Greet :: 9pm Wednesday, April 29th  
 
2. Passing-of-the-Baton Dinner :: 7pm Friday, May 1st  
 
3. SMU New Staff Retreat :: May 1st-May 3rd  
 
4. Leadership Community Kick Off – TBD 
 
5. New Student Orientation  

a. Welcome Back Dinner/Staff Meetings – 4-8pm Thursday, August 20th  
b. Leadership Community Rally - TBD 
c. New Student Move-In Day – 8am Friday, August 21st  
d. Community Worship—10:30am Sunday, August 23rd  
e. Community Commissioning—7pm Sunday, August 23rd   
f. AS Exposure Night – TBD  

 
6. Fall Training Retreat – Friday, September 11th-Sunday, September 13th  
 
7. All-Staff Meetings :: each Monday 9:30-10:30pm for the entire 2009-2010 school year.   
YOU CANNOT ENROLL IN A CLASS THAT WOULD MEET DURING THIS TIME 
WITHOUT PERMISSION FROM THE SMU PRESIDENT.  
 
 
 
Signed ______________________________ 
 
Date______________ 
 
 
 
 
 



BIOLA UNIVERSITY JOB DESCRIPTION 
School of Intercultural Studies 
Student Missionary Union 

 
Title of Position: Student Missionary Publications Editor 
 
Basic Function and Responsibility:   
The Student Missionary Union (SMU) Publications Editor would be responsible to edit and or 
write all text for the MC book, the SMU website, SMU News, articles for submission to the 
Chimes, Press releases, and any other publications or text that SMU needs to produce. 
 
Duties: 
1. Compile the SMU News bi-weekly. 
 
2. Suggest and write stories for the Chimes, Connections, or other publications (as directed by 

the Marketing and Communications Director) 
 
3. Write monthly research articles for the SMU website. 
 
4. Suggest and write press releases. 
 
5. Pitch stories to The Chimes and Eagle Vision and act as a media relations contact.   
 
6. Write any content for internal publications. 
 
7. Generate and edit all text for the SMU website. 
 
8. Edit the MC booklet. 
 
9. Edit press releases, and promotional material as needed. 
 
10. Maintain a good working relationship with the Senior Director of Marketing and 

Communications and the Graphic Designers. 
 
11. Have good editing skills and knowledge of AP style. 
 
12. Maintain a record of publication projects. 
 
13. Ensure that all work produced is in accordance with established SMU themes and vision, and 

is presented professionally. 
 
14. Maintain a flexible attitude while completing projects. Complete all projects according to the 

satisfaction of the Marketing and Communications Director. If a project is deemed 
unsatisfactory for any reason, redo the project. 

 
15. Attend Marketing and Communication department meetings. 



 
16. Attend weekly SMU staff meetings. 
 
Supervision Received: Senior Director of Marketing and Communication 
 
Qualifications: 
General: Good organization and communication skills. The ability to work under deadlines and 
independently. Creative skills are a necessity. Ability to work as a team with other marketing 
staff members. Strong writing and grammar skills. Ability to interview. Requires a general 
knowledge of article writing, AP style, and press releases. Must be self-motivated.  
 
Education and Experiences: At the time of election or appointment, have a cumulative grade 
point average of 2.50 on a scale of 4.00, have completed at least two semesters at Biola 
University with a full time student status, and currently be enrolled as a full time student.  During 
the term of service, maintain the previously mentioned grade point average on a semester basis 
and maintain a full time student status.  Demonstrate a high degree of competence in the areas of 
public relations, advertising, graphic design, and marketing theory.  Mass Communication or 
business major, or commensurate skills are preferred. Junior or Senior standing is recommended.  
Previous public relations, marketing, or advertising work experience is desirable. 
 
Hours Worked: 7 hours, 9 months 



 
Nondiscrimination Statement 

 
Biola University is dedicated to providing students with disabilities access to the programs, services, and activities of the 
university as required by the Americans with Disabilities Act (1990) and by Section 504 of the Rehabilitation Act (1973).  
Section 504 states: “No otherwise qualified individual shall, solely by reason of his or her disability, be excluded from the 
participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving federal 
financial assistance.” 
 
SMU does not discriminate on the basis of disability; however, some of the ministries SMU is involved in necessitates 
participants to be able to meet the physical and emotional demands of the particular ministry.  For example, in order to be 
considered an “otherwise qualified individual” for inclusion on a SMU missions team, participants must be free of any major 
physical or medical disabling condition that would limit their ability to participate in the rigorous activities and harsh living 
conditions that may occur on certain missions teams.  Further, the stressful nature of missionary work necessitates that 
participants be free of similarly disabling psychological conditions.  These requirements are for the safety of the individual 
participant and for the entire missions team, as the resources and personnel necessary to provide physical, medical, or 
psychological care are regularly unavailable or difficult to receive.  Additionally, while SMU will examine whether reasonable 
accommodations are available to allow participation by a student with a disability, the necessary level of accommodation may not 
be available for certain ministries and students may be counseled to consider other ministry options. 
 
Should you have any questions about this policy or the basic requirements to be included on a specific missions team or other 
SMU position (e.g., volunteers, coordinators, staff positions) you may direct questions to SMU, or to the SMU Advisor in the 
Office of Leadership Development.  You may also discuss your situation with the Office of Disability Services.  
 
 
 
 

Statement of Responsibility 
Biola University 

 
Please Read and Sign 
Biola University has established guidelines for the conduct of the Board of Trustees, faculty, staff and 
students.  These guidelines also apply to non-students participating in Biola sponsored activities.  
Participants are expected to refrain from the use of alcoholic beverages, tobacco, illegal drugs or the 
abuse of either prescription or non-prescription drugs and from gambling.  Also, Biola does not allow 
social dancing at University-related or sponsored activities (any activity that involves an identifiable 
University group, is publicized on campus, and/or has the appearance of being university-related, whether 
held on or off campus).  Further, they are expected to use discernment to abstain from activities that are 
morally degrading; this includes movies and television programs viewed and other entertainment, 
recreational, and social activities. 
 
As a member of the Student Missionary Union Staff, and as a representative of Biola University, I agree 
to uphold these standards and keep my fellow-student leaders accountable to these standards as well. 
 
 
_______________________________________ _________________________________ 
Signature      Date 
 
_______________________________________ 
Print Name 
 



 
Application for  

The Student Missionary Union 
Publications Editor 

 
 

Please include a resume with your application; Applications 
without a resume will not be considered 

 
Name ____________________________ Ext ______ Cell ____________________  
 
Mailbox #________Class Status__________ Shirt Size__________________ 
 
I plan to carry _____ units next fall semester; ______ spring semester 
 
Current cum. GPA ______ # of semesters at Biola _____ 
 
Major __________________ Vocational Objective ________________________ 
 
Anticipated Graduation Date __________    
 
Please list all other extra-curricular activities/employment 
possibilities in which you may participate next year 
 
 
 
 
You will need two references.  Please list their names below. 
 
Pastor and Employer/Professor 
 

1. ____________________________ 
 

2. ____________________________ 
 
 
I have read and understood the mandatory dates in the hiring packet 
and agree to attend. ___________ 
 
I have read and understood the Job Description attached to this 
application. __________ 
 

 
 
 
 
 
 
 



Please type your responses to the following questions on a 
separate sheet.  Handwritten responses will not be accepted. 

 
1. How does your understanding of the Great Commission impact your 
vision for the world?   
 
2. Explain your understanding of the vision and impact of Marketing 
& Communications on the lives of Biola students.   
 
3. Pulling from the Publications Editor Job Description, please 
describe two of your strengths and two of your weaknesses that 
would specifically impact this position.   
 
4.  Explain your understanding of Biola’s community standards and 
comment on your willingness to model and support them. 
 
5. Please share your testimony and comment on your spiritual 
growth in the last year.   
 
6.  What do you think most uniquely qualifies you for this position? 
 
 
 
I, ________________________, give Admissions and Records permission to 
release a copy of my academic transcript to the SMU Advisor. 
 
 
___________________________            ___________________  _____________ 
Signature                                       Student I.D. #          Date 
 
 
 
Applications Due: 5pm Thursday, April 9th in the SMU Office.   
 
Reference Forms: must be received in a sealed envelope to the 
Office of Biola Student Missionary Union no later than April 9th.   
 
Questions: Please contact AS Office Manager, Caitlin Risser (x5867) 
 
 


