Resident Assistant Position Description

The University of Findlay

Employment Dates:
August 5, 2012 – December 15, 2012



January 5, 2013 – May 5, 2013
Supervisor:
The Resident Assistant reports directly to the Resident Director and meets regularly with the Director of Residence and Greek Life and Director of Housing.

Primary Duties and Responsibilities:

The Resident Assistant is a student leader position in the Student Services Office at The University of Findlay and is responsible for the management and supervision of an assigned residence hall floor, apartment, or special interest house.  This position is a full-time position.  It requires first priority over all other areas (including athletics) with the single exception of academic work.  Resident Assistants are not permitted to have additional jobs or off-campus commitments without the approval of the Director of Residence and Greek Life.  Such employment or commitment is not to exceed ten (10) working hours per week and may not conflict with the Resident Assistant responsibilities.  In addition, Resident Assistants may not register for more that 21 credit hours per semester without prior approval from the Director of Residence and Greek Life and must maintain a 2.5 GPA in order to retain their position.

Primary duties and responsibilities consist of the following:

Visibility and Availability:

· Become acquainted with each member of your assigned area as a unique individual and be sensitive to the strengths and concerns of each resident.

· Conduct resident interviews and know all residents by name by the end of the second week of classes.

· Spend the time needed in your assigned area to maintain relationships with residents (three nights per week at a minimum).  Keep your door open when possible so residents will feel comfortable coming to see you.

· Post and maintain office hours of one hour per day Sunday through Thursday and be there at the times posted.

· Make a consistent effort to stop by the rooms of your residents in order to visit them where they are most comfortable.

· Conduct at least two meetings per semester with your residents in order to update them and discuss the community environment (can be done as part of a programming activity).

Upholding Community Standards:
· Communicate community standards to all residents.

· Enforce all University rules and regulations consistently and without exception.

· Report all violations of policies in writing to your supervisor.

· Provide resources to residents as needed and assist in conflict resolution by serving as a facilitator in helping residents resolve problems.

· Encourage residents to hold one another responsible for their behavior.

· Develop positive relationships with Security, International Admissions and Services, the Academic Support Center, the Counseling Center, the Health Center and other University offices.

· Identify residents needing more help than you can provide and refer those residents to the appropriate offices for resources and support as needed or requested.

· Assist in the handling of emergency situations.

· Assist in developing an active and ongoing program to recognize residents for positive behavior.

Duty:

· Perform duty one night per week and three weekends per semester.

· Meet at the Lovett Office at 8:00 p.m. to check-in with the All Campus Duty person, and to receive any special instructions for the evening.

· Be present in your respective areas from 8:00 p.m. to 8:00 a.m. the following morning.

· Carry a security radio from 8:00 p.m. to 8:00 a.m. while on duty, and return the security radio to the Security Office by 12:00 noon.

· When on duty, alternate between performing rounds and sitting desk from 8:00 p.m. to 12:00 midnight Sunday through Thursday and 8:00 p.m. to 2:00 a.m. Friday and Saturday.  While one duty staff member performs a round, the other duty person will work in the staff office.  A round should be done by each duty person every other hour.  The offices should be closed at midnight, and both duty staff members must complete the last round/s together.  All rounds need to include checks of the residence halls (specifically stairwells, hallways, lounges, laundry rooms, etc.) as well as the immediate grounds outside of residence halls, houses, cottages, and townhouses.
· Complete the duty log and note any problems or concerns.

Programming:
· Provide and facilitate educational, social, service, event, and meeting programs each semester for residents for the purposes of increasing interaction and building a feeling of community in your area. 
· Co-program one campus-wide program with your individual building staff in conjunction with one or two more building staffs once per semester.

· Assist with planning and implementing fall orientation activities as requested by Student Services.

· Submit completed Programming Forms to the Resident Director no less than 48 hours prior to the activity and the completed Evaluation Form no more than 48 hours after the program.

· Submit all expense reports and receipts no later than 48 hours after the event has occurred.

· Support student organizations and encourage resident involvement.

· Encourage residents to volunteer and perform community service activities.

· Assist in assessing the needs of the residents.

· Assist in developing and implementing academic initiative programs each semester.

· Strive to disseminate information to residents about academic resources and programs available on campus.

· Assist with other programs and activities as requested.

Administrative Duties:

· Meet all deadlines and complete all paperwork (including maintenance requests, Room Inventory and Room Change forms, requisitions, expense reports, etc.) in a thorough and timely manner.

· Provide supervisor with copies of all correspondence related to your position.

· Construct and maintain one new bulletin board each month, with two of the boards being educational as determined by the Resident Director.

· Complete at least one door decoration for each resident at the beginning of each semester.

· Provide the Resident Director with a detailed schedule so they are aware of your availability.

· Check your staff mailbox, voice mail and e-mail daily for pertinent information.

· Post all information received within 24 hours.

· Consult with all levels of staff prior to making decisions and observe confidentiality at all times.

· Refer all calls from parents and/or the media to the Office of Student Services.

Facility Management:

· Maintain a clean, safe, and secure living environment for your residents.

· Assist with the maintenance of housing rosters as instructed by Student Services
· Assist with keeping staff offices organized and functional.

· Report all maintenance concerns or needed repairs to the Resident Director.

· Educate residents and yourself regarding procedures to follow during emergency situations.

· Encourage residents to report any suspicious activity to both the residence life staff and Security.

· Promote a “community watch” environment on your floor or in your house.

Nights Off:
· Each staff member is permitted 10 nights away from campus each semester.

· A night away is any night that you do not return to your assigned area by 3:00 a.m.

· Night Off Request Forms must be completed at least 48 hours in advance of the night you would like to be away.

· No time away will be granted at the beginning or end of a break period or academic semester.  Additionally, all staff is required to be on-campus for the following weekends:  Homecoming/Family Weekend, Commencement and any others designated by the Office of Student Services.

Role Modeling:
· Subscribe to the philosophy, purpose, and goals of the Office of Student Services and The University of Findlay.

· Understand that honesty, integrity, professionalism, and ethical decision-making are core values for this position.

· Commit yourself to personal, professional, and academic excellence.

· Display enthusiasm for living on campus.

· Display a positive attitude toward your responsibilities, colleagues, supervisors, and residents.

· Display a professional demeanor in terms of attitude, communication, confrontation, etc.

· Lead by example at all times, and remember that your actions, the items you display in your room, and the messages you send either verbally or non-verbally will be judged by others.  Always strive to project a positive and professional image that is consistent with the expectations of this position.

· Abide by all policies you are expected to enforce.

Support of Diversity:
· Participate in at least one training session per semester in the area of diversity to increase your awareness and understanding.

· Incorporate diversity activities into meetings and activities with residents—the goal being to assist residents in becoming more sensitive and responsive to the needs of all residents.

· Plan activities and construct bulletin boards during multicultural celebrations, e.g. Chicano History Week, Black History Month, etc.

· Encourage residents to be open and to learn from the diversity of people by planning multicultural awareness programs.  Involve residents in campus activities that celebrate diversity and foster cultural education.

Personal/Professional Development:

· Participate in and assist in the planning of all training workshops, in-service training functions, workshops and meetings as requested by supervisors throughout the year.  Perform assigned duties in conjunction with new resident orientation.

· Actively participate in staff decision-making processes.

· Commit yourself to maintaining a 2.5 minimum GPA.

· Work collaboratively with other members of the staff, and hold each other accountable.

· Attend staff meetings two to three times per month or as requested.

· Understand that all staff meetings will last approximately two (2) hours.

· Attend individual meetings with your immediate supervisor as requested.

· Support your fellow staff, serve as a resource, and concentrate on building a strong team.

· Set challenging and realistic goals for yourself.

· Hold all involved accountable for their performance.

· Be open and honest with opinions, thoughts, feelings, etc., and accept each other’s differences and viewpoints.

· Expect continual and periodic evaluation from supervisors.

Please understand that this position description may be modified at any time based on the needs of The University of Findlay, the Office of Student Services, facilities, staff members, and/or residents.
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