COMMUTER COUNSELOR
JOB DESCRIPTION

NORTHWESTERN CENTER for TALENT DEVELOPMENT ¥ SUMM ER PROGRAM 2008
UNIVERSITY 617 Dartmouth Place ! Evanston, IL 60208 ! 847.491.3782

Summer Office: June 16 DAugust 13, 2008 ! 847.467.2990

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

Apogee and Spectrum Commuter Counsdlors (CC) are considered full time residentid staff personnd. CCslivein the
dorms and are expected to abide by the same rules and carry out many of the same duties as aresidentid 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 demongtrate an interest in the academic, socid and emotiona growth of adolescents,
serve as maure and positive role models for students, and exhibit a strong work ethic and commitment to teamwork.

Thefollowing points outline the direct responsibilities of the CC.

CTD Commuter Counselors are required to:

Pre-Session
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Attend al scheduled training/ orientations prior to the opening of the Summer Program.

Create an atendance sheet for commuters,; accounting their arrival, activity choice, and pick up time.
Prepare ahandout for commuter parents on Opening D ay, outlining pick-up and drop off procedures.
Locate and become familiar with available student resources including University Police and Searle Hedth
Sarvices.

During Session
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Attend and participate in daily staff meetings.

Meset and greet commuter parents and students on Opening Days

Lead the commuter parent meeting on Opening Day along with the Program Coordinator.

Greet parents and students at daily drop-off and pick-up sites.

Take daily attendance a drop-off and pick-ups, and report morning atendance to the Academic Coordinator
before classes begin.

Be available to parentson aCTD-provided cdl phone during designated hours.

Prepare newdetters to be distributed at each Monday(® pickup, outlining weskly activities and how
commuters can participate in these activities.

Troubleshoot online activity sign-up with commuter students.

Participate in and lead afternoon, evening and weekend recreational activities with both commuter and
residential gudents.

Qupervise gudents during activities (know which commutersintend to stay for activities dinner/ study
sessions and track thisin an organized fashion.)

Qpervise sudents who stay for dinner, gather medl fees, and share dinner ligswith RAS RC and dining staff.
Hold daily meetings for commuter students.

Assig with study hdls.

Supervise dl medsin the cafeteriawith the sudents.

Be actively on-duty when students are present in the dorms.

Address commuter studentsConcerns as gppropriate. This may include communicating with parents,
Residentid Coordinator(s), teeching assstants, Academic Coordinators and other staff to meet the needs of
the students.

Ensure tha rules and procedures are enforced and appropriately address student behavior when necessary.
Reside in the dorm during the session and be available a dl times, unless off-duty. CCs cannot have other
work or school commitments during the session.

Follow al rules and regulations concerning staff conduct, program procedures, and specific responsibilities as
st forth by the Program Directors in the Staff Handbodk.

Beresponsble for any other reasonable tasks assigned by the Residentid Coordinator, Director of Residentid
Life or Summer Program Director.




21. Sarveasarole modd for students, exhibiting maturity and professond behavior in the dorm and on campus,
as wdl as accepting responsibility.

I ntersession
1. Inspect studentsdooms, and bring lost & found items’ unclamed mail to the Summer Office.
2. Hdp post al Session 2 door decorations and replace floor decoraions as necessary throughout the dorm.
3. Cary out any other reasonable tasks assigned by the Residentid Coordinator(s), Academic Coordinaor(s),
Program Coordinator, or Summer Program Director.
4, Assig with cleaning supply room and organizing necessary supplies for Session 2.

Closing Day/ Post-Session
1. Inspect studentsdooms, and bring lost & found items’ unclamed mail to the Summer Office.
2. Ensure suretha the dorm is clean and orderly.
3. Inventory dl program suppliesin anea and orderly fashion and move to adesignated 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 organizationa and
communicational skillsrequired. Previous experience working with children in a classroom or camp setting isaplus,
experience working with sudentsin an academic and/ or residentia program preferred. Applicants must demonstrate
agenuine interest in and awareness of the academic and emotiond needs of bright students. Commuter counselors
must demonsdtrate a postive atitude and serve as role modds for students and other saff members.

Employment Dates:

Orientation dates TBD.

N athwetern Universty, Evangan, IL Session 1: June 29-duly 18, 2008
Session 2: July 20-August 8, 2008

ApoeOneWek, Nathwetern Universty, Evangan, IL July 6-duly 11, 2008

CaWetan RerveUniversty, Cladand, OH June 29-July 18, 2008

Time Off: 1day (8pm Day 1till 8am Day 3) and 1night (6pm Day 1till 8am Day?2) off per session

Slary:
$1200 per three-week session for new CCs; $1250 per three-week session for returning CCs



