
 

 

ASSISTANT RESIDENTI AL COORDI NA TOR 
JOB DESCRIPTI ON 

 

CENTER for TALENT DEVELOPM ENT ¥ SUM M ER PROGRAM 2008 
617 Dartmouth Place ! Evanston, IL 60208 ! 847.491.3782 
Summer Offi ce: June 16 Ð August 13, 2008 ! 847.467.2990 

 
Apogee (4th-6th), Spectrum (7th-8th), and Equinox (9th-12th) Programs 

 

Assistant Residential Coordinators (RCs) are responsible for assisting the Residential Coordinator in managing the 
residential program in their assigned dorm, focusing on the safety and well being of the students and staff, under the 
supervision of the RC. Day-to-day activities include oversight of program activities, trouble-shooting, staff meetings, 
and facilities management. Administrative duties include assisting with staff training, policy implementation, oversight 
and implement of opening and closing days, supervision of staff and students, and maintaining a positive and 
nurturing environment. As leaders, ARCs must help set the tone for the program and serve as role models for staff 
and students. ARCs must be effective leaders and enforce CTD rules with their staff members.  
 
CTD Assistant Residential Coordinators (ARCs) are required to: 
 
Pre-Session: 

1.  Review program training materials for the program assigned.   
2. Attend RC/ ARC training.  
3. In collaboration with the RC and Program Coordinator, assist with the planning and the implementation of 

residential training for residential staff.  
4. Assist with the creation of training materials for the residential assistants. 
5. Assign dorm rooms for students. 
6. Assist with planning and organizing Opening Day logistics and activities.  

 
During Session: 

1. Assist with supervising and troubleshooting Opening Day and move-in issues and procedures. 
2. Reside in the dorm and be available 24 hrs a day throughout the summer sessions, except on days off, to 

respond to issues or emergencies at all times. This requires that the ARCs not have other work or school 
commitments during the session. On days off, ARCs must have their cell phones with them and let the RC 
know how to get in touch with them.   

3. Meet with the RC each morning to review previous evening events, student reports and to coordinate daily 
schedule and responsibilities. 

4. Attend daily administrative meetings with the RC, Program Coordinator and other staff.  
5. Keep RC informed of all disciplinary, personal, or medical matters relating to students and staff, work 

collaboratively with the RC to resolve issues.  
6. Assist in the organization of student reports. 
7. Facilitate daily meetings with staff members.  
8. Assist in the coaching and training of staff throughout the session. 
9. Function as a resource to help RAs maintain order in the dorms and to handle student issues (health, 

academic, discipline, etc). 
10. Serve as mentor and assist RAs in upholding CTD guidelines for professionalism and conduct. 
11. Assists with attendance-taking procedures, making sure staff is accountable for student whereabouts at all 

times.  
12. Communicate and cooperate with program staff, particularly RCs and the Academic Coordinators, to make 

the program run smoothly. 
13. Report maintenance needs for the dorm assigned to RC.  
14. Assist with the planning and implementation of afternoon, evening and weekend activities.  
15. Generate activity rosters daily, posting them in prominent high traffic area and distributing to assigned RAs. 
16. Collect any monies for weekend excursions, as necessary; keeping accurate records and submitting these to 

the RC.  
17. Prepare weekend visitation lists. 
18. Monitor and inventory supplies for the program. 
19. Under the direction and supervision of the RC, respond to parent concerns quickly, efficiently and 

appropriately in person, on the phone, and via email.  



 

20. Keep a log of all parent communication. 
21. Assist with the updating of program binders, which provide information for future RCs and ARCs.  
22. Monitor the dorm in the late evening and assure appropriate staffing and supervision on floors. 
23. Ensure that rules and procedures are enforced consistently and fairly and appropriately address student 

behavior when necessary. 
24. Follow all CTD rules and regulations concerning staff conduct, program procedures, and specific 

responsibilities as set forth by the Program Directors in the Staff Handbook.   
25. Assist RAs with enforcing dorm policies such as guidelines for laundry room and lounge usage.  
26. Assist with closing day activities, returning key deposit checks to the parents or, if the key is lost, to CTD 

administration. 
27. ARCs are responsible for any other reasonable tasks assigned by the RC, Program Coordinator or Summer 

Program Director. 
 

Intersession (Between Sessions):  

1. Inspect student rooms, and bring lost & found items/ unclaimed mail to the Summer Office. 
2. Post all Session 2 door decorations and replace floor decorations as necessary throughout the dorm. 
3. Carry out any other reasonable tasks assigned by the Residential Coordinator(s), Academic Coordinator(s), 

Program Coordinator, or Summer Program Director. 
4. Clean supply room and organize necessary supplies for Session 2. 

 
Closing/ Post-Session: 

1. Assist RC with evaluating staff after each session and provide input for written evaluations of all staff at the 
end of the summer. 

2. Make sure that all materials are stored and inventoried properly and that the dorm is in good condition before 
leaving. 

3. Return cell phone to CTD administration. 
4. Complete a program evaluation and participate in a debriefing meeting with Program Coordinator. 

 
Qualifications:  
Applicants must possess strong organizational and interpersonal skills and training, background, or experience as a 
college RA or camp counselor. Experience working with students in an academic and/ or residential program is 
essential. Mature, responsible, and energetic applicants must have a strong work ethic and commitment to teamwork.  
 
Employment Dates:  
Training Dates: June 19-27, 2008. Full time work June 19-August 13, 2007.   
Northwestern University, Evanston, IL     Session 1: June 29-July 18, 2008 
       Session 2: July 20-August 8, 2008 
Apogee One-Week, Northwestern University, Evanston, IL  July 6-July 11, 2008 
Case Western Reserve University, Cleveland, OH    June 29-July 18, 2008 
Civic Leadership Institute, Chicago, IL     June 22-July 11, 2008 
 

Time Off: 1 day (8pm Day 1 till 8am Day 3) and 1 night (6pm Day 1 till 8am Day 2) off per session 
 
Salary:  
$3700-$4200/ summer, based on experience 


