
Pre-College Teaching Assistant and Resident Assistant Positions 
Summer 2012 
 
Applications must be received no later than: March 23, 2012  
 
Six (6) types of Pre-College positions are available. The dates and hours for position vary. Please see 
the following pages for each description and other details. 

 Portfolio Development Teaching Assistant 
 Digital Teaching Assistant 
 Advanced Studio in Design Teaching Assistant 
 Focus on Fine Arts Photography Teaching Assistant 
 Focus on Photojournalism Teaching Assistant 
 Pre-College Resident Assistant 

 
To apply: Please complete the online application form available at: ce.corcoran.edu/course/summerjob 
and upload your resume and a brief cover letter (indicating which position(s) you are interested in). As part 
of the online application you will need to enter contact information for at three references (at least one 
reference must be a Corcoran faculty member). Cover letters should be addressed to: 

Doris Ostrander 
Director of Continuing Education 
Corcoran College of Art + Design 
Georgetown Campus 
1801 Thirty-fifth Street NW 
Washington, DC 20007 

 
For information on Camp Creativity or Studio D Teaching Assistant positions in the Youth and Family 
division of Public Education, please contact Joanna Anderson, coordinator of youth and family programs, at 
(202) 639-1725 or janderson@corcoran.org .  
 
How do I apply? First, we encourage all applicants to attend a Corcoran Summer Employment and 
Internship Information session (see the Student Affairs section of the website). Second, we strongly 
recommend students visit the career services in Student Affairs, for information about writing a resume and 
cover letter as well as interview tips. Additionally, we encourage any student who finds writing particularly 
challenging to visit the Writing Center. (Career Services and the Writing Center are valuable resources 
academically and professionally, for you take advantage of!) Finally, follow the “To Apply” instructions 
above. 
 
Tip: When you are applying for a job it is always a good idea to do a little research, you can find more 
information about Pre-College programs online at ce.corcoran.edu/precollege 
 
What happens after I apply? Qualified applicants will be contacted by email to schedule an interview. 
Depending upon the position there may be one or two interviews. If you do not hear from us right away, that 
does not mean that you will not be interviewed, please be patient. 
 
What happens if I don’t get the job? Students who are NOT offered a position will be contacted by email. 
If you do not hear from us right away, that does not mean that you will not be offered a position. Please be 
patient as this process is fairly complex and time consuming. 
 
What happens if I do get the job? Students who ARE offered a position, will receive an informal offer from 
the Director of Continuing Education by email. You will need to confirm that you are still available and 
interested in the position; then the Corcoran Human Resources (HR) Department will follow up with a formal 
offer and paperwork that must be completed in order to hire you. At a minimum a background check and TB 
test will be required. HR may have additional requirements in order for you to be hired for the Pre-College 
program. 
 
On May 10, you will be required to attend a Pre-College TA and RA Orientation. You will also need to 
participate in a group photo as well as be photographed individually and submit 3-5 digital images from your 
portfolio for our “Meet the Pre-College Staff” presentation. Details about the position, dates, hours, 
photographs and portfolio pieces will be provided after you are officially hired. 
 
Other questions? E-mail us at precollege@corcoran.org  



PRE-COLLEGE SUMMER 2012 POSITION DESCRIPTIONS 
 
 
Portfolio Development Teaching Assistant 
June 18--August 3 
Teaching Assistants for the Pre-College Portfolio Development program will assist in the daily running of 
classes and facilitate communication between the classrooms and main office. The TAs will assist with 
drawing and painting classes, as well as a range of electives. Expertise in one or more of the following is 
required: 
 Ceramics Interior design  Sculpture  
 Darkroom Photography Painting 
 
Responsibilities include, but are not limited to setting up classrooms, taking attendance, coordinating 
equipment and supplies, monitoring daily lunches, preparing materials for faculty, answering student 
questions, accompanying students on field trips, and generally assisting instructors. TAs are expected to 
promote positive attitudes with enthusiasm, while maintaining a professional demeanor.  
 
Pre-College Portfolio Development Teaching Assistants should be familiar with one or more of the mediums 
described above. This position requires students to have strong skills in dealing with others in a group 
dynamic, and to be positive and supportive of the artistic development of young adults. 
 
TAs should expect to work 20–40 hours per week June 22-August 3 based on the demands of the program 
each session; some evening hours may also be required. Part time hours will be required the week of June 
18. All TAs are required to attend a Teaching Assistant orientation on May 10. 
 
Digital Teaching Assistant (Portfolio Development program) 
June 18--August 3 
The Digital Teaching Assistant will assist in the daily running of classes and facilitate communication 
between the classrooms and main office. They will provide support as needed to students in the computer 
lab and will monitor the students during lunch and in computer lab during Pre-College open studio hours.  
The Digital TA will also assist with other classes such as Drawing, and participate in the evening workshops. 
Additionally, the TA may help to build the “virtual exhibition,” final slide shows, and exhibitions at the 
conclusion of the course. 
 
The Digital TA is required to have strong abilities with Photoshop, Illustrator, InDesign, Flash and 
AfterEffects, downloading and archiving files, and printing images. This TA must be very flexible, have 
strong skills in dealing with others in a group dynamic, and be positive and supportive of the artistic 
development of young adults. TAs are expected to promote positive attitudes with enthusiasm while 
maintaining a professional demeanor. 
 
TAs should expect to work 20–40 hours per week June 22-August 3 based on the demands of the program 
each session and some evening hours may be required. Some part time hours will be required the week of 
June 18. All TAs are required to attend a Teaching Assistant orientation meeting on May 10. 
 
Design Teaching Assistant (Advanced Studio program) 
July 23-August 3 
The Design Teaching Assistant will assist in the daily running of classes and facilitate communication 
between the classroom at the Georgetown campus and the Pre-College office Downtown. They will provide 
support as needed to students in the Advanced Studio in Design and monitor the computer lab during Pre-
College open studio hours. The TA may be required to attend some field trips, as well as evening and 
weekend events with the students. The Design TA will help to build the final slide shows and exhibitions at 
the conclusion of the course. 
 
The Design TA is required to have strong abilities with traditional and digital 2-D design, Photoshop, 
Illustrator, and InDesign, downloading and archiving files, and printing images. This TA must be very flexible, 
have strong skills in dealing with others in a group dynamic, and be positive and supportive of the artistic 
development of young adults. TAs are expected to promote positive attitudes with enthusiasm while 
maintaining a professional demeanor. 
 
TAs should expect to work 30–40 hours per week based on the demands of the program each week. All TAs 
are required to attend a Teaching Assistant orientation meeting on May 10 as well as some additional 
training to be scheduled prior to the start of the program. 



Focus on Fine Arts Photography Teaching Assistant 
July 22-August 3 
The Focus on Fine Arts Photography Teaching Assistant will assist instructors in daily class activities and 
facilitate communication between the classroom and main office. This includes setting up, taking 
attendance, participating in demonstrations, assisting students with film processing and printing in a wet 
black and white photography lab, troubleshooting with students as questions arise, and assisting with 
darkroom equipment and chemistry. Other duties may be assigned. 
 
The TA will accompany students on assignments and field trips and are expected to promote positive 
attitudes with enthusiasm, while maintaining a professional demeanor. In addition to assisting the instructor 
in the classroom and in the field, TAs are required to attend evening events with the students, help to build 
the final slide shows, and assist in the installation of the final exhibition at the conclusion of the course. 
 
The Teaching Assistant for Focus on Fine Art Photography is required to have strong darkroom skills as well 
as experience with Photoshop, scanning, downloading, and archiving files. They should also have strong 
communication skills and leadership qualities necessary for working closely with others in a group dynamic. 
 
TAs should expect to work 30–40 hours per week based on the demands of the program each week. All TAs 
are required to attend a Teaching Assistant orientation on May 10 as well as some additional training to be 
scheduled prior to the start of the program. 
 
 
 
Focus on Photojournalism Teaching Assistant 
July 22-August 3 
Teaching Assistants for Focus on Photojournalism will assist in setting up and running daily workshops, and 
facilitate communication between the classroom and main office. This includes taking attendance, 
coordinating equipment use, helping students with software issues, accompanying students on assignments, 
assisting guest speakers when needed, answering camera questions, and maintaining a professional 
manner in the classroom and on field trips. In addition to daily classroom and assignment assistance, TAs 
are required to attend evening events with the students and help build final slide shows and exhibitions at 
the conclusion of the course. 
 
The Focus on Photojournalism Teaching Assistants are required to have strong abilities with Photoshop, 
Photo Mechanic, downloading and archiving files, as well as printing images. They should also have strong 
skills in dealing with others in a group dynamic.  
 
TAs should expect to work 30–40 hours per week based on the demands of the program each week. All TAs 
are required to attend a Teaching Assistant orientation on May 10 as well as some additional training to be 
scheduled prior to the start of the program. 
 
 
 
Pre-College Resident Assistant 
July 22-August 4 
Under the direction of the Dorm Parents and Pre-College Coordinator, Resident Assistants (RAs) are 
responsible for the residential students each night and weekend of the two-week program. RAs escort the 
residential students to and from the dorms at Georgetown and the Corcoran campus each day, as well as to 
breakfast and dinner. The RAs accompany residential students on any outings in the evening and on 
weekends. RAs are expected to: Be available and accessible to Pre-College residential students during their 
on duty hours; Respond appropriately to residential student issues and refer students to the Dorm Parents 
or Pre-College Coordinator as necessary; Promote positive attitudes with enthusiasm while maintaining a 
professional demeanor. 
  
RAs must have strong communication skills and leadership qualities. They must be able to consistently 
display good judgment; have strong skills in dealing with others in a group dynamic, and be positive and 
supportive of the artistic development of young adults.  
 
Resident Assistants on duty hours are 5 p.m. to 9 a.m., with on call hours from 9 a.m. to 5 p.m., and must 
not work at another job at the Corcoran or elsewhere during the program. Additional duties may be 
assigned. RAs will  be required to attend a residential orientation meeting on May 10. 


