RESIDENTIAL ASSISTANT
JOB DESCRIPTION

NORTHWESTERN CENTER for TALENT DEVELOPMENT ¥ SUMM ER PROGRAM

UNIVERSITY 617 Dartmouth Place ! Evanston, IL 60208 ! 847-491-3782
Summer Office: June 16 DAugust 13, 2008 ! 847.467.2990

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

Apogee and Spectrum Residential Assistants (RAS) supervise and provide support to students both academicaly and
in the dorms or outside of class. RAsinform students of CTD policies and expectations, and are responsible for
maintaining order and time management in the dorms. RAs create and implement engaging activitiesin the
aternoons, evenings, and weekends with safety as atop priority.

RAs should possess and demongtrate an interest in the academic, social, and emotiond growth of adolescents; serve
a mature and positive role models for students; and exhibit astrong work ethic and commitment to teamwork. RAs
must display a positive atitude toward fulfillment of their postion@ expectations and respongbilities.

Each RA isresponsblefor the primary care and supervison of approximately 10-15 students assigned by the
Residentid Coordinator(s). RAs are expected to be avisble, active, and accessible presence on campus and in the
dorms. RAsnmay nd haveahe waok a shad anmitmatsduringthessssan.

CTD Residential Assistants (RAS) are required to:

Pre-Session
1. Attend al scheduled residentid steff training and orientation sessons prior to the opening of the Summer

Program. Orientation dates TBD. Saff are trained in Northwestern Universty and in CTD Summer Program

policies.

Be knowledgesble of administrative policies and NU proceduresthat must be implemented in the resdence

hdls.

Assig with book digtribution prior to each session.

Locate classrooms to which RAswak sudents.

Make sure that dl of theroom keys, for both Sesson 1 and 2 rooms, work and assess room conditions.

Complete an inventory form for al Session 1 and 2 student rooms.

Follow up with the RCs about any maintenance issues that have not been addressed or that need to be

resolved.

Make door decorationsfor studentsin Sesson 1 and for those in Sesson 2. Sore Sesson 2 decorations

properly in your dorm®@dedicated storage or Residentia Office.

9. Pog important informetion in the hdlways of the dorm, including amap of fire drill locations, aduty
schedule, emergency numbers, bathroom signs, quiet hours, a GRemember shoes, I D, and keysOsign, the daily
schedule with med times, and the GGood Thingsfor CTD Sudentsto KnowOhand-out.

10. Become familiar with any medica notes (i.e. dlergies, prescription schedules, or other medical needs) of those
studentsin your RA group only and uphold confidentidity. Pleesenae Staff arenat permitted to medicatesudats
hones, daff arerepponglefa dsrady rarindngstudatstotakether prexription med@tians as direted

11. Preparefor your firsg RA group meeting and icebreaker, gpoproved by the RC.

12. Plan activity schedule for Sessions 1 and 2 in collaboration with other residentid staff and the Residentid
Coordinaor(s).

13. Locate and become familiar with available student resources including, but not limited to Universty Police
(UP) and Searle Hedlth Services.
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During Session

1. Residein thedorm during the entire sesson and be available & al times, unless off-duty.

2. Beadiwdyon-duty in the dorm whenever students are present.

3. Address sudentsCroncerns as gppropriate. This may include communicating with parents, Residentid
Coordinators, Academic Coordinators, and other staff to meet the needs of their sudents.

4. Ensurethat rules and procedures are enforced and appropriately address student behavior when necessary.

5. Wak studentsto and from class each day. (Soectrum RAswadk studentsto and from classfor thefirst two
days of each session after which students may walk to class with a buddy.)
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Monitor and supervise RA groups during al mealsboth in the cafeteriaas wdl as outside, once students have

finished meds.

Visit the classes of the studentsin your RA group.

Plan and supervise recreationd activities for students during the afternoon, evenings, and weekends.

Conduct daily brief RA group meetings with students when they return from class.

0. Prepare student reports to document any behaviord or academic issues within 12 hours of an incident and

submit to the RCs.

11. Attend and participate in daily meetings run by the Residentid Coordinator(s).

12. Accuraely document al spending. Submit petty cash forms and al tax-exempt receiptsto your A/ RC as
soon aspossible.

13. Follow dl rules and regulations concerning staff conduct, program procedures, and specific responsibilities as
st forth in the Saff Handoodk and by Program Coordinators.

14. Carry out any other reasonable tasks assigned by the RCs, Program Coordinator, or Summer Program

Director.
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I ntersession
1. Inspect studentsdooms, and bring lost & found items’ unclamed mail to the Summer Office.
2. Pog al Session 2 door decoraions and replace floor decorations as necessary throughout the dorm.
3. Cary out any other reasonable tasks assigned by the Residentid 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 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 required. Previous experience working
with children in aclassroom or camp setting is a plus, experience working with sudents 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 sudents. Residential staff must demonstrate a positive atitude and serve asrole models for
gudents and other staff members.

Employment Dates:

Orientation dates TBD.

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

ApoeOneWek, Nathwetern Universty, Evandan, |L July 6-duly 11, 2008

CaWetan RerveUniversty, Cladand, 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

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



