
 
Apogee (4th-6th) &  Spectrum (7th-8th) Programs 

 

Apogee and Spectrum Commuter Counselors (CC) are considered full time residential staff personnel. CCs live in the 
dorms and are expected to abide by the same rules and carry out many of the same duties as a residential assistant 
(RA), with an emphasis on tasks related to the care and supervision of commuter students. CCs are the primary 
contact for the commuter students and parents and must be available and responsive to their needs. 
 

Applicants should possess and demonstrate an interest in the academic, social and emotional growth of adolescents; 
serve as mature and positive role models for students; and exhibit a strong work ethic and commitment to teamwork.  
 

The following points outline the direct responsibilities of the CC.   
 

CTD Commuter Counselors are required to: 
 
Pre-Session 

1. Attend all scheduled training/ orientations prior to the opening of the Summer Program. 
2. Create an attendance sheet for commuters; accounting their arrival, activity choice, and pick up time. 
3. Prepare a handout for commuter parents on Opening Day, outlining pick-up and drop off procedures. 
4. Locate and become familiar with available student resources including University Police and Searle Health 

Services.  
 
During Session 

1. Attend and participate in daily staff meetings. 
2. Meet and greet commuter parents and students on Opening Days 
3. Lead the commuter parent meeting on Opening Day along with the Program Coordinator. 
4. Greet parents and students at daily drop-off and pick-up sites. 
5. Take daily attendance at drop-off and pick-ups, and report morning attendance to the Academic Coordinator 

before classes begin. 
6. Be available to parents on a CTD-provided cell phone during designated hours. 
7. Prepare newsletters to be distributed at each MondayÕs pickup, outlining weekly activities and how 

commuters can participate in these activities. 
8. Troubleshoot online activity sign-up with commuter students. 
9. Participate in and lead afternoon, evening and weekend recreational activities with both commuter and 

residential students. 
10. Supervise students during activities (know which commuters intend to stay for activities/ dinner/ study 

sessions and track this in an organized fashion.) 
11. Supervise students who stay for dinner, gather meal fees, and share dinner lists with RAs/ RC and dining staff. 
12. Hold daily meetings for commuter students. 
13. Assist with study halls.  
14. Supervise all meals in the cafeteria with the students. 
15. Be actively on-duty when students are present in the dorms. 
16. Address commuter studentsÕ concerns as appropriate. This may include communicating with parents, 

Residential Coordinator(s), teaching assistants, Academic Coordinators and other staff to meet the needs of 
the students. 

17. Ensure that rules and procedures are enforced and appropriately address student behavior when necessary. 
18. Reside in the dorm during the session and be available at all times, unless off-duty. CCs cannot have other 

work or school commitments during the session. 
19. Follow all rules and regulations concerning staff conduct, program procedures, and specific responsibilities as 

set forth by the Program Directors in the Staff Handbook. 
20. Be responsible for any other reasonable tasks assigned by the Residential Coordinator, Director of Residential 

Life or Summer Program Director. 
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21. Serve as a role model for students, exhibiting maturity and professional behavior in the dorm and on campus, 
as well as accepting responsibility. 

 
Intersession 

1. Inspect studentsÕ rooms, and bring lost & found items/ unclaimed mail to the Summer Office. 
2. Help 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. Assist with cleaning supply room and organizing necessary supplies for Session 2. 

 
Closing Day/ Post-Session 

1. Inspect studentsÕ rooms, and bring lost & found items/ unclaimed mail to the Summer Office.  
2. Ensure sure that the dorm is clean and orderly.  
3. Inventory all program supplies in a neat and orderly fashion and move to a designated storage area. 
4. Carry out any other reasonable tasks assigned by the RCs, ACs, Program Coordinator, or Summer Program 

Director. 
 
Qualifications: 
Current or past enrollment in an undergraduate or graduate degree program, superior organizational and 
communicational skills required. Previous experience working with children in a classroom or camp setting is a plus; 
experience working with students in an academic and/ or residential program preferred. Applicants must demonstrate 
a genuine interest in and awareness of the academic and emotional needs of bright students. Commuter counselors 
must demonstrate a positive attitude and serve as role models for students and other staff members. 
 
Employment Dates: 
Orientation dates TBD. 
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 
 
Time Off: 1 day (8pm Day 1 till 8am Day 3) and 1 night (6pm Day 1 till 8am Day2) off per session 
 
Salary:  
$1200 per three-week session for new CCs; $1250 per three-week session for returning CCs 
 
 
 


