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College Administrator Website Screenshot: The last webpage, View What Participants 

See, allowed administrators to view all the study materials that their students would see 

in the same sequential order: participant consent form, raffle informational webpage, 

participant instructions webpage, position summary webpage, career electronic 

portfolio, candidate evaluation form, short demographics form, follow-up question 

form, and the raffle form. 
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APPENDIX D 

 

STUDY MATERIALS - RAFFLE INFORMATION PAGE 

 

Participants who complete the study material will be given an opportunity to submit 

their name into a raffle and have a chance to win one of the following prizes!  

 

$25.00 Amazon Gift Card! (20 available)  

$50.00 Amazon Gift Card! (4 available) 

$150.00 Amazon Gift Card! (1 available)  

 

Thank you in-advance for your interest in this study and valuable input! 

 
Survey Powered By Qualtrics 
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APPENDIX E 

 

STUDY MATERIALS – PARTICIPANT INSTRUCTIONS 

 

 
Participant Instructions:  

From this point forward we ask that you play the role of a manager at a mid-sized 

university to hire one fictitious candidate. 

 Read a position summary to which a fictitious candidate is applying. 

 Review the fictitious candidate's career electronic portfolio which contains an 

array of career artifacts, including a cover letter, resume, letter of 

recommendation, and project works. 

 Following a thorough review of one candidate electronic portfolio, you will 

complete an evaluation form on the candidate, a short demographic form, and 

be given an opportunity to enter the raffle for a chance to win an Amazon gift 

card. 
 

Survey Powered By Qualtrics 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.qualtrics.com/


120 

 

 

 

APPENDIX F 

 

STUDY MATERIALS – RESIDENT ASSISTANT JOB SUMMARY 

 

The electronic career portfolio that you are about to review was customized by a 

candidate who is interested in applying for a Resident Assistant position at James Richard 

University. Review this position description to learn more about the responsibilities of 

this student position. 

 

Resident Assistant Position Summary 

James Richard University 

 

A Resident Assistant at James Richard University is required to live in one of our sixteen 

residence halls and maintain an active living-learning community on a floor of 30-50 

residents. A Resident Assistant is responsible for planning social and educational 

programs each semester for the residents, enforcing housing and institutional policies, 

connecting residents to on-campus resources, mediating roommate conflicts, and 

completing administrative paperwork with accuracy. We expect our Resident Assistant 

staff to be available to residents in the residence halls, serve as a positive role model, and 

provide excellent customer service.  

  

A Resident Assistant must be enrolled as a full-time student at James Richard University 

and reports directly to a professional housing staff supervisor. 
 

Survey Powered By Qualtrics 
 

* Adapted from The University of Southern Mississippi Department of Residence Life 

with permission. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.qualtrics.com/
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APPENDIX G 

 

STUDY MATERIALS – CAREER ELECTRONIC PORTFOLIO TEMPLATE 

 
Career Electronic Portfolio Screenshot - Cover Page. The red text above the menu reminds 

participants to review all the contents of the e-portfolio before completing the evaluation, 

“Review the contents of tabs 1-4 first. Then click on tab 5 to evaluate the candidate.” 

Participants could access the Resident Assistant position summary at any time by clicking on 

the orange link, “Click here if you need to review the job summary.” 

 
Career Electronic Portfolio Screenshot - About Me. The About Me page included a short 

biography of the candidate and the history of past work and volunteer experiences.  
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Career Electronic Portfolio Screenshot - Career Artifacts. The Career Artifacts page linked to a 

cover letter pop-up page, a resume pop-up page, and a letter of recommendation pop-up page. 

The right side of the page highlighted the fictitious candidate’s education, work experiences, 

and technology skills.  

 
Career Electronic Portfolio Screenshot - Project Works. The project works page included the 

topics that the fictitious candidate presented on in class and a sample presentation.  
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Career Electronic Portfolio Screenshot - Evaluate Candidate. The last page of the e-

portfolio displayed a button which directed participants to the Candidate Evaluation 

Form.  
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APPENDIX H 

 

STUDY MATERIALS – CAREER ELECTRONIC PORTFOLIO ARTIFACTS 

 

 

Biography  

Greetings!  

 

My name is Amanda and I'm currently a sophomore secondary education major in 

Biology at James Richard University. My hometown is in Memphis, Tennessee. I am 

passionate about volunteering at my church and helping out others. In my free time I 

enjoy listening to music, playing softball, and watching movies. After graduation I would 

like to teach Biology to middle school students in Alabama or Mississippi. 

 

Thanks for visiting my e-portfolio! 

 

Cover Letter 

April 14, 2014  

 

Dear James Richard University Recruitment and Selection Committee:  

 

Please accept this letter and enclosed resume as an application for the Resident Assistant 

position at James Richard University. My leadership skills and personal experience make 

me a great fit for this position. I am interested in the Resident Assistant position because I 

like to work with college students and feel that I am a good fit for the position.  

 

Currently, I am a sophomore working toward earning a Bachelor of Science in Biology 

Secondary Education and minoring in Art. For the last two summers I have served as a 

summer camp counselor at St. Paul Christian Summer Camp. In my role as a camp 

counselor I have learned how to communicate more effectively, plan social events for the 

youth, and work on a team. In addition, I have also worked at Jimmy’s Super Value 

Grocery as a retail clerk. Lastly, I  spent time tutoring fifth grade students at Pines 

Elementary School and these experiences have taught me the importance of extending a 

helping hand to those in need. While juggling multiple commitments I have proven to be 

an effective time manager as I have maintained a 2.83 cumulative GPA.  

 

I hope to be offered a Resident Assistant position so I can positively impact the lives of 

students at James Richard University. Enclosed is my resume for your review. Thank you 

for taking the time to consider my Resident Assistant application. I look forward to 

meeting with you to discuss my qualifications further. Please feel free to contact me at 

(555) 421-4876.  

 

Respectfully, 

 

Amanda Cunningham 
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Resume 

Objective: To obtain a Resident Assistant position at James Richard University.   

 

Education  

Bachelor of Science, James Richard University, Anticipated Graduation May 2017 

Major: Biology Secondary Education  

Minor: Art 

Cumulative GPA 2.83 (4.0 scale) 

 

High School Diploma, Millis High School, May 2012 

Cumulative GPA 2.94 (4.0 scale) 

 

Work Experience  

Jimmy’s Super Value Grocery Store 

Retail Clerk, August 2010–August 2012 

• Managed transactions at a grocery store register and bagged groceries.  

• Participated in customer service training and provided quality service to our store 

customers.   

• Cleaned areas of the store and stocked shelves when business was slow. 

• Followed store policy and all instructions given by my supervisor.  

 

St. Paul Christian Summer Camp 

Camp Counselor, Summer 2012 & Summer 2013 

• Worked on a staff of 40 camp counselors and supervised a small group of youth 

campers ranging in age from 8-11 years old.  

• Coordinated social activities and led youth bible study on a daily basis.  

• Served as a positive role model and helped campers with tasks. 

• Ensured the camp area was kept clean.  

 

Volunteer Experience   

Pines Elementary School, February - May 2011   

After School Pines Tutoring Program  

• Tutored at-risk fifth graders in mathematics and reading after school.  

 

Technology Skills   

Software Programs  

• Windows 7 Operating System 

• Microsoft Office (Word, PowerPoint, Excel) 
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Letter of Recommendation  

Eddie Freemon, Millis High School Guidance Counselor  

Voice: 555.266.6514  

Fax:  555.296.4891 

 

April 16, 2014 

 

To Whom It May Concern:  

 

It is with great pleasure that I write this letter of reference for Ms. Amanda Cunningham 

in support for her Resident Assistant application. I have known Amanda for four years as 

she attended Millis High School.  

 

Amanda is an involved student leader that takes pride in helping others. She takes 

initiative on academic projects and serves as a positive role model for her fellow 

classmates.  Amanda can be very energetic and is eager at any opportunity to participate 

in school events. She does a good job paying attention to details when working on 

projects and is respectful to the teachers.  

 

I am again very pleased to offer this letter of reference for Ms. Amanda Cunningham. If I 

can be of further assistance, please do not hesitate to contact me at 555.276.6514. 

 

Respectfully, 

 

Eddie Freemon 
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APPENDIX I 

 

STUDY MATERIALS – CANDIDATE EVALUTION FORM 
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APPENDIX J 

 

STUDY MATERIALS – PARTICIPANT DEMOGRAPHIC FORM 
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APPENDIX K 

 

STUDY MATERIALS – STUDY FOLLOW-UP QUESTIONS 
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APPENDIX L 

 

STUDY MATERIALS – PARTICIPANT RAFFLE FORM 
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APPENDIX M 

 

PURCHASE HISTORY – ISTOCKPHOTO.COM  
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APPENDIX N: 

 

INSTITUTIONAL REVIEW BOARD NOTICE OF COMMITTEE ACTION 
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