Resident Assistant Job Description

University of West Georgia-Department of Residence Life

Please thoroughly read and retain these cover pages for your information. 

General Description:  The Resident Assistant (RA) is a paraprofessional staff member for the Department of Residence Life.  The RA is the closest and most vital link with the residents.  Under the supervision of a Residence Life Coordinator or Resident Director, the RA is responsible for creating and maintaining a residence hall environment that is conducive to living and learning.  In order to accomplish this, the RA is expected to play a variety of constantly changing roles.  The RA must be flexible and creative in meeting the residents’ needs by serving as a counselor, advisor, community developer, educator, and friend.  The position requires a serious time commitment and willingness to be available and accessible to other students.

Job Specifications:

· A resident of a UWG residence hall for at least one semester or have a comparable living experience at another institution.  (Current Academy students are not permitted to be RAs.)

· Possess a genuine interest in working with college students in a residence hall environment.  

· Possess strong leadership and interpersonal skills.

· Must possess and maintain a minimum 2.30 cumulative GPA at the time work begins.

· Have no outstanding judicial sanctions and maintain a clear judicial record.

· Be available to serve on staff for two semesters, or the remainder of the academic year.  

Requirements:

By accepting employment with the Department of Residence Life, an RA agrees to the following requirements.

1. An RA must be enrolled as a full-time student in good academic standing and meet the following:

a. Must enroll for an academic load of not less than 12 hours.

b. May not carry an academic overload or more than 17 hours without the approval of the Assistant Director of Residence Life for Programming and Staff Development.

c. Must maintain a cumulative GPA of 2.30 during the period of employment.

2. RA Course:  Each RA must enroll and successfully complete the course, CEPD 4106, as soon as it is offered after appointment to the position.  The RA is responsible for tuition for the class.  The RA must pass with a “C” or better. 

3. Outside Involvement:  Frequently, members of the Department of Residence Life Staff are individuals who are involved in many facets of campus life, leadership, sports, and work.  The RA position demands a significant commitment of time and energy, which should not detract from student academic performance.  Involvement in residence life activities such as duty, staff meetings, floor and hall activities, staff training, and quality time with the residents must take priority over other co-curricular and work activities.  Therefore, RAs are not to pledge a fraternity, sorority, student teach, or hold an internship (paid or unpaid) during the first semester of employment.  After the first semester of employment, the RA must receive approval from the Assistant Director of Residence Life to be involved in any of the above listed time commitments.  In addition, RAs may not hold additional employment in excess of 7 hours per week.  RAs may not hold additional employment, on or off campus, without the consent of their supervisors.  

4. Training & Development Requirements:  The skills needed to fulfill the RA position successfully are many.  Therefore, RAs are required to attend many skill development opportunities, including the following:

a. Weekly staff administrative/developmental meetings at a time to be determined by the Assistant Director of Residence Life.  RAs are expected to not take classes scheduled during this time period and are granted early registration so that they may adjust their schedules accordingly.  

b. Summer training and work sessions prior to the beginning of classes each fall semester.  This training takes precedence over any extracurricular activities with which an RA is involved.  

5. Term of Employment:  The RA position is an academic year appointment beginning August 1 or later and ending when the halls close after May graduation of the following year.  RAs are hired on a year to year basis.  Annual evaluation of job performance by supervisors will determine continued employment.

Specific Responsibilities

1. Time Commitment.  The RA position is the RAs principal non-academic activity.  The RA is expected to:

a. Be available and accessible to the students on his/her floor.

b. Remain on his/her floor in the hall during the weekdays and/or weekends according to the duty schedule and as required by the building supervisor.  Be in the assigned residence hall most evening hours.  The RA is expected to spend the night in his/her assigned residence hall Sunday through Thursday, unless s/he informs the building supervisor and receives approval to be out of the building overnight during the week.  While RAs are not scheduled for duty every weekend, they should expect to stay on campus at least two weekends a month to assist students and foster community. 

c. Remain in the hall until the building is deemed closed by the Department of Residence Life or its designee preceding vacation periods (Thanksgiving, winter break, spring break, summer closing), and return early to open the halls after a vacation break.  Requests to leave early or return late must be submitted in writing and approved in advance by the Assistant Director of Residence Life. Tyus, University Suites, and Arbor View apartments do not close for University break periods; RAs in these buildings will be required to stay in the buildings and provide staff coverage over these breaks.  These hall staffs will divide the responsibility equally amongst staff over the course of the year; RAs will receive some additional compensation during this time.

d. Participate in extra-curricular activities in such a way that they will not conflict with the RA position. 

e. Attend regular staff meetings, training sessions and other meetings as required by the building director and/or Department of Residence Life.

f. Assist with the departmental staff selection processes (RA, RD, RLC, etc.) each semester as necessary. 

g. Participate in University visitation days as needed.

2. Community Development.  The RA is expected to promote an atmosphere conducive to individual and group development.  The RA is expected to:

a. Know every student in his/her assigned area.

b. Be available to students for counseling and make appropriate referrals, while maintaining confidentiality.

c. Demonstrate knowledge of referral options within the University (i.e. Health Services, Student Development Center) and be able to effectively refer students for assistance.

d. Maintain an attitude of sincere interest in the residents.  Encourage an atmosphere of courtesy, consideration, and unity among floor and hall residents.

e. Be aware of and report to the building supervisor any illness, abnormal behavior, long absences or special concerns of hall residents.

f. Facilitate social interaction among the residents by encouraging attendance at scheduled floor meetings, hall meetings, Residence Life activities and University activities.

g. Fulfill the community development and programmatic expectations of the assigned residence hall and Department of Residence Life.  These include, but are not limited to, social and educational programs and bulletin boards.  

h. Encourage student interaction with members of the University community by involving faculty and staff in programs.

Actively participate and support the hall council and Residence Hall President’s Council. Support and attend programs. 

3. Administrative Duties.  The RA is primarily administratively responsible to the building supervisor, secondarily to the Assistant Director of Residence Life, and is expected to:

a. Assist with administrative procedures such as room change and roster verification. 

b. Assist with resident check-in and check-out procedures.

c. Maintain a West Georgia e-mail account and check it at least once a day.

d. Report and follow-up on all necessary repairs and housekeeping problems as specified by the building supervisor and according to the established policies of Residence Life.

e. Supervise the use of the University’s property and facilities.

f. Report room assignment concerns to the building supervisor.

g. Complete reports as specified by the building supervisor and the Department of Residence Life.

h. Maintain regular office/lobby hours as specified by the duty schedule and as specified by the building supervisor.

i. Perform other duties as assigned that relate to the operation of the hall.

4. Discipline and Student Conduct.  By accepting employment with the Department of Residence Life, the RA has accepted the responsibility to know, understand, and abide by the University of West Georgia’s policies, procedures, and regulations.  RAs are responsible for all materials and information provided in the Residence Life Sourcebook.  RAs serve as role models and their behavior should convey an image of responsibility and maturity.  Violations of regulations by RAs, or encouragement of residents to violate UWG policies, will not be tolerated and could result in immediate termination.  An RA is expected to:

a. Encourage by example the principles of individual responsibility and respect student development.

b. Assist students in knowing what is expected of them and the reasons for these expectations.

c. Explain, support, follow, and enforce the regulations and policies of Residence Life.

d. Confront all behavioral infractions; follow-up with appropriate procedures.

e. Take an educational approach when dealing with behaviors that disrupt the normal living and learning environment.

5. Emergency Situations.  The RA assists in responding to emergency situations in the residence halls, and is expected to:

a. Know and follow the emergency procedures as outlined in the Residence Life Sourcebook.

b. Be available in emergency situations (i.e. tornado, fires) and at scheduled fire drills.

c. Conduct safety inspections at least once a semester and assist with evacuation drills.

d. Report individual emergencies to the building supervisor and/or Public Safety.

Important Dates – RA Selection Process

Please save these dates!

Friday, February 15 
Applications for 08-09 positions due to Residence Life by 5:00PM
Tuesday, February 19 

All candidates receive status update via email

Selected applicants invited to attend interview and group activity rotation on 2/29 or 3/1

Friday, February 29 
Interview and group activity rotation from   1:00-5:00PM 

Saturday, March 1 
Interview and group activity rotation from 9:00AM-1:00PM

Friday, March 7 
Interviewed candidates receive status updates or offers via email
Friday, March 14 

Offer responses due
Sunday, April 6 
2008-2009 RA Orientation 5:00-7:30PM; location will be announced via email

Sunday, August 3 
RAs move into rooms 1:00-4:00PM and training begins; may contact supervisor for move in time as early as August 1

Resident Assistant Application

University of West Georgia

Department of Residence Life
Applications should be returned to the Department of Residence Life located on the second floor of Mandeville Hall or via email to Dawn Vavrik Palmer, 

Assistant Director of Residence Life at dpalmer@westga.edu 

Applicant status will be communicated via e-mail.

Only complete files will be given consideration. Please type or print clearly.  Please read the job description carefully before submitting your application.

Personal Data

Name: ______________________________________________________________________________


FIRST



MIDDLE



LAST

ID#: __________________________
Date of Birth: _________________________
Gender:  F   M








MM-DD-YY

Local/Campus Address: 
__________________________________________________________






Residence hall name and room number OR local mailing address (off campus residents only)

Home Address: 


__________________________________________________________


Campus PO Box:
_______________________

Local/cell phone: 
_______________________


Home/alternate phone:
_______________________  


UWG e-mail address: 
_______________________

Academic & Co-Curricular Commitments

Anticipated graduation: 
_______________________

Academic major:
_______________________

Classification:

FR   SO   JR   SR   GRD


Will you be involved in a student teaching or co-op experience during the next academic year?  ​​​_______

If so, which semester? 
_______________________

If it will be necessary for you to take a course overload (more than 17 hours per semester), please

explain why in the section below: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What on-going time commitments might you have if employed as an RA? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

List the responsibilities and involvement you have assumed in your residence hall (committees, hall council offices, etc.): 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

List experiences you have had that would be of value if employed as an RA (student organization involvement, employment, community service, etc): 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Application Questions

On a separate page, please TYPE your responses the following three questions about the RA position.  Please do not exceed 500 words per question.  Staple the responses to this application form. 

1.  Describe the roles and responsibilities of the RA.

2.  Why do you feel you would make a capable and dedicated staff person?

3.  Define community and the RA’s role in it.
Dates of Employment

Please read and initial the line beside the statement if you understand the expectation.  You may select one or both options.  


  I wish to be considered for immediate employment.  

  I wish to be considered for employment during the 07-08 academic year.  I understand that I would be required to return to campus on Sunday, August 3, 2008 for training.  Application due by Friday, February 15 at 5:00pm.
Hall Placement Preferences

Please rank order living arrangements you would be interested in working/living within.  Place an “n/i” on the line for communities in which you are not interested and would not accept a position if offered.  Please note that Arbor View Apartments will no longer require a 12-month contract; there will be a regular academic year contract for Arbor View in 08-09.  


 Arbor View Apartments 

 Bowdon Hall


 Boykin Hall (sorority hall)


 Downs Hall (all male)


Gunn Hall / Advanced Academy 3.0 GPA and willingness to work with high school students required

 Strozier Hall


 Tyus Hall


 University Suites


 Watson Hall (all female)

References

Please list the names of three references.  The references may be from a current or previous supervisor, an organization advisor, or faculty member.  If you are currently living on campus, one reference must be from your current Resident Assistant.  

1.
Name: 




    Position/Department: 





work phone #: 



    Campus Address: 




2.
Name: 




    Position/Department: 





work phone #: 



    Campus Address: 




3.
Name: 




    Position/Department: 





work phone #: 



    Campus Address: 





STATEMENT OF CONFIDENTIALITY AND ACCURACY

I understand that all documents relative to this application for employment, including, but not limited to applicant references, evaluation notations of interviewers, and staff comment sheets are confidential.  I further understand that I will not have the opportunity to personally review or inspect any of these documents.  However, in an effort to promote valuable educational experience and to improve interviewing skills, any member of the interviewing team will provide feedback concerning reasons for selection or non-selection at the applicant’s request.  This procedure is in compliance with the Family Educational Rights and Privacy Act of 1974.

I wish to submit this application for employment with the Department of Residence Life.  I am aware of the responsibilities of the position(s) as specified in the enclosed Resident Assistant job descriptions, and I fully intend to fulfill each one to the best of my ability if I am offered and accept a position.  I possess the minimum qualifications required for the position(s) as specified on this form, and all information I have provided herein is true and accurate.  I understand that falsifying information may affect my employment eligibility and/or status.

I understand that my signature below authorizes the Department of Residence Life to review and verify all information contained in this application, including my GPA and disciplinary file.

Signature: 







Date: 




OFFICE USE ONLY (do not write below this line)


Academic Status:

 last semester GPA



 cumulative GPA 

Discipline Status:

 clear


 not clear (current status) 














