
 

RESIDENTI AL ASSISTANT  
JOB DESCRIPTI ON 

 

CENTER for TALENT DEVELOPM ENT ¥ SUMM ER PROGRAM  
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 

 

Apogee and Spectrum Residential Assistants (RAs) supervise and provide support to students both academically and 
in the dorms or outside of class.  RAs inform students of CTD policies and expectations, and are responsible for 
maintaining order and time management in the dorms.  RAs create and implement engaging activities in the 
afternoons, evenings, and weekends with safety as a top priority.   
 

RAs 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. RAs 
must display a positive attitude toward fulfillment of their positionÕs expectations and responsibilities.  
 

Each RA is responsible for the primary care and supervision of approximately 10-15 students assigned by the 
Residential Coordinator(s). RAs are expected to be a visible, active, and accessible presence on campus and in the 
dorms.  RAs may not have other work or school commitments during the session. 
 
CTD Residential Assistants (RAs) are required to: 
 

Pre-Session 
1. Attend all scheduled residential staff training and orientation sessions prior to the opening of the Summer 

Program. Orientation dates TBD. Staff are trained in Northwestern University and in CTD Summer Program 
policies. 

2. Be knowledgeable of administrative policies and NU procedures that must be implemented in the residence 
halls.  

3. Assist with book distribution prior to each session. 
4. Locate classrooms to which RAs walk students. 
5. Make sure that all of the room keys, for both Session 1 and 2 rooms, work and assess room conditions.  
6. Complete an inventory form for all Session 1 and 2 student rooms.   
7. Follow up with the RCs about any maintenance issues that have not been addressed or that need to be 

resolved.  
8. Make door decorations for students in Session 1 and for those in Session 2.  Store Session 2 decorations 

properly in your dormÕs dedicated storage or Residential Office. 
9. Post important information in the hallways of the dorm, including a map of fire drill locations, a duty 

schedule, emergency numbers, bathroom signs, quiet hours, a ÒRemember shoes, ID, and keysÓ sign, the daily 
schedule with meal times, and the ÒGood Things for CTD Students to KnowÓ hand-out.    

10. Become familiar with any medical notes (i.e. allergies, prescription schedules, or other medical needs) of those 
students in your RA group only and uphold confidentiality.  Please note: Staff are not permitted to medicate students; 
however, staff are responsible for discretely reminding students to take their prescription medications as directed. 

11. Prepare for your first RA group meeting and icebreaker, approved by the RC.  
12. Plan activity schedule for Sessions 1 and 2 in collaboration with other residential staff and the Residential 

Coordinator(s).  
13. Locate and become familiar with available student resources including, but not limited to University Police 

(UP) and Searle Health Services. 
 

During Session 

1. Reside in the dorm during the entire session and be available at all times, unless off-duty.  
2. Be actively on-duty in the dorm whenever students are present.  
3. Address studentsÕ concerns as appropriate. This may include communicating with parents, Residential 

Coordinators, Academic Coordinators, and other staff to meet the needs of their students. 
4. Ensure that rules and procedures are enforced and appropriately address student behavior when necessary.   
5. Walk students to and from class each day. (Spectrum RAs walk students to and from class for the first two 

days of each session after which students may walk to class with a buddy.) 



6. Monitor and supervise RA groups during all meals both in the cafeteria as well as outside, once students have 
finished meals.     

7. Visit the classes of the students in your RA group. 
8. Plan and supervise recreational activities for students during the afternoon, evenings, and weekends. 
9. Conduct daily brief RA group meetings with students when they return from class. 
10. Prepare student reports to document any behavioral or academic issues within 12 hours of an incident and 

submit to the RCs.  
11. Attend and participate in daily meetings run by the Residential Coordinator(s).  
12. Accurately document all spending.  Submit petty cash forms and all tax-exempt receipts to your A/ RC as 

soon as possible.  
13. Follow all rules and regulations concerning staff conduct, program procedures, and specific responsibilities as 

set forth in the Staff Handbook and by Program Coordinators. 
14. Carry out any other reasonable tasks assigned by the RCs, Program Coordinator, or Summer Program 

Director. 
 
Intersession 

1. Inspect studentsÕ 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 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 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. Residential staff 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 RAs; $1250 per three-week session for returning RAs 
 


