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KOXY 2010-2011 
Staff Application 

 
Please fill out both pages of the application and return by Tuesday, September 9 at noon. You may either 
drop the completed form in the KOXY mailbox in the OSL (located in the bottom of Johnson Student Center) or 
email them to me, Parker Harris (pharris@oxy.edu). You will receive an email regarding an interview time. 

 
Name:__________________________________ 
 
Email :_________________________________ 
 
Class Year: ___________________________ 
 
Avai lable Interview Times: ____________ 
 
Posit ion[s] 
If you are applying for more than one positions, please list your choices in order of preference (i.e. 1, 
2, 3).  
 
__ Event Coordinator (1 position available) 

The Event Coordinator brainstorms, plans, and organizes KOXY-sponsored events. Events can range 
from local music shows to DJ showcases to larger co-sponsored events to movie screenings to, well, 
maybe you’ll have some new ideas! The Event Coordinator corresponds with bands and musicians, 
meets with Occidental staff to discuss the potential shows/events, and fills out required paperwork - 
including liability contracts, check requests, w9 forms, etc. This job requires an ability to think creatively, 
multitask, coordinate plans with multiple parties, communicate clearly and demands the applicant be 
highly organized, prudent and hardworking. Events should take place on a bi-weekly or monthly basis. 
 

__ Events Intern (2 positions available) 
Events interns work carefully with the Event Coordinator to learn how to plan, organize and execute 
KOXY events. They assist with a wide variety of tasks, including brainstorming possible ideas for events, 
filling out required paperwork and attending meetings with the Event Coordinator. Interns will have the 
opportunity to help create and produce events as the Event Coordinator sees fit. This position is best for 
underclass students interested in learning about a significant and coveted part of the radio station.  

 
__ Music Director (2-3 positions available) 

The Music Director is responsible for both incoming and outgoing KOXY radio activity. Responsibilities 
include organizing record label promotional material, making KOXY DJ’s aware of newly received music, 
submitting weekly playlists to CMJ and setting up quad shows before KOXY sponsored events. Another 
crucial task includes maintaining and updating KOXY’s website and social media sites. News, stories, 
album reviews and blog posts are to be published two to three times a week and are imperative to this 
position. A passion for discovering and sharing new music is a must.  The music director will likewise 
function as the liaison with DJ's and be responsible for setting up the DJ schedules at the start of each 
semester.  

*** Note: If you are applying for this position, please also submit a sample of your writing 
(essay, post, etc). 

 
__ Publicity/Promotions (1 position available) 
 Promotions tasks center around publicizing any and all KOXY related happenings. That includes concerts, 
 events, radio shows or giveaways. Prior design experience is a plus but not necessary. Most design- 
 based tasks can be handled by TOA. Access to website and social networking sites will be provided  
 and frequent publicity-related tasks should be posted. You will also be in charge of organizing, running   
 and attending all quad shows not part of KOXY.  

 
__ Technician (3 positions available) 
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KOXY’s Tech staff is a significant and integral part of the radio station because KOXY not only relies on 
its sound equipment, but also on a consistently working webstream. Tech staff is responsible for 
maintaining equipment, the DJ Booth computers, and troubleshooting any internet or server problems if 
they arise. Tech staff members will also have an on call schedule during radio programming hours to 
assist DJs with any problems they experience while broadcasting their shows. Tech Staff members 
should have some experience working with sound and music equipment. A perfect candidate will have 
some basic understanding of HTML.  

 
Information 
 
1. How many hours could you contribute to KOXY per week? _______ 
 
2. Have you been awarded work study for 2009-2010? Y/N 
 
3. What experience (work-related or otherwise) do you have that you feel would make you a good candidate for 
a position with KOXY? 
 
 
 
 
 
 
 
 
 
 
4. What do you believe is (or should be) KOXY’s role on campus? 
 
 
 
 
 
 
 
 
 
5. If you were to receive your desired position at KOXY, what are some of the ideas you would contribute to your 
department, the staff, and the radio station as a whole? 
 
 
 
 
 
 
 
 
 
 
 
 
6. Finally, why are you interested in radio? 
 
  


