UNDERGRADUATE DORMITORY ASSISTANT

POSITION DESCRIPTION

The Office of the Dean of Undergraduate Students and the Housing Department are seeking to fill approximately 20 Dormitory Assistant positions in the upperclass dormitories for the 2012-13 academic year.  The position will require a commitment averaging 8-10 hours per week.

Qualifications:

Applicants must be a member of the class of 2013 or 2014 during the 2012-13 academic year and should possess excellent communication, administrative, and interpersonal skills.


Responsibilities include:

· Serving as a liaison to the Dean of Undergraduate Students and the Housing Offices’ staff with respect to communicating with residents of their dormitory regarding living conditions, maintenance concerns, and other issues as they arise.

· Establishing a good working relationship with the custodian(s) in the building in which the DA serves.

· Reporting damage, unsafe conditions, violations of code and other residential concerns to the appropriate administrative office (Housing, Building Services, Maintenance, Facilities Customer Service Center, Public Safety, Dean of Undergraduate Students Offices).

· Ensuring proper use of common areas throughout the building, including resolving usage disputes, and scheduling and monitoring of activities held therein.

· Disseminating information from various administrative offices to residents, including holding informational meetings, posting paper, and sending e-mail notices, etc.  

· Filing regular written reports and attending monthly meetings.

· Maintaining a presence in the building and holding a regular schedule (minimum of three hours weekly) of “open room hours” during which residents can discuss concerns about facilities and related issues.

· Monitoring OIT dorm printer functionality and help with inventory of consumables.

· Assisting with check-in and check-out of residents during the academic year.  For check-in students must be on campus prior to the first early arrival upperclassmen. For check-out students must remain on campus through Commencement to assist in this process.
· Other duties as assigned or as needed.

Training:

Students selected to serve in the DA position will receive two half days of intensive training in August, and must therefore be available for early arrival. Failure to arrive on campus in time for training will result in the forfeiture of the position. 

Remuneration:

Dormitory Assistants will receive reimbursement for half of their housing fee.  Students selected for this position will not participate in Room Draw, but will be assigned a single room in one of the upperclass dormitories.  Students selected as alternate DAs will be required to attend training, but will not be compensated unless they are asked to step into the full DA position.  

DORMITORY ASSISTANT APPLICATION

Name__________________________________________
Class_______________

Campus Address & Phone__________________________
Email_______________

Please List Reference:


Reference Name, Address and Telephone______________________________

_______________________________________________________________________.

I wish to be considered for a position in: 1st choice:__________  2nd choice: __________

3rd choice:_________  Anywhere I’m needed: ____________  

Please answer the following questions on a separate sheet.  All applications will be reviewed by the Manager of Undergraduate Housing and the Associate Dean of Undergraduate Students.  Depending on the number of applications received, a preliminary screening may occur prior to the interview process.  Applicants will be contacted if selected for an interview.  

1. Why are you interested in the Dormitory Assistant position?

2. What applicable skills and experience would you bring to the position?

3. What are your expectations of the Dormitory Assistant position, and how would you meet those expectations?

4. What activities do you plan to be involved with during the next academic year?  What are the time commitments involved with these activities?

5. How would you assist the Housing Department and Office of the Dean of Undergraduate Students in creating and maintaining community standards in the dormitory in which you serve?

6. Is there any other information you would like the selection committee to know about you?

All applications must be returned to 313 West College by 12:00 pm NOON or submitted electronically to Dianna Friedman at diannaf@princeton.edu by Friday, December 22nd, 2011.  

