


1. Greet walk-in guests, respond to guest inquiries, and concerns about on-campus housing.
2. Answer incoming calls on multi-line telephone, respond to email inquiries, help to schedule

appointments with professional staff and track office traffic
3. Send emails as required by Professional Staff. Distribute incoming faxes and/or mail to the

appropriate staff members.
4. Provide information on behalf of the department, as exemplified by:

a. The different types of housing offered and how to connect to current and prospective
residents.

b. The application and contracting processes and be able to explain them to current and
prospective residents, families and campus partners.

c. The available payment plans.
d. Upcoming deadlines and requirements for current and new licensees.
e. Permissible items within the residence halls.
f. General housing policies outlined in the license agreement, housing conduct guide and

community living guide.
g. The Student Housing Website
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7. Assist Residents who may



forth by the supervisor.
12. If a Student Assistant is on academic or performance notice for two consecutive semesters

within an academic year, employment will be terminated immediately.

This position works in a safe and responsible manner while not putting self or others at risk. This includes
complying with applicable policies and regulations; using personal safety gear; observing warning signs;
learning about potential hazards; and reporting unsafe conditions. All Student Assistants are required to
sign their position terms & conditions. Every student assistant position is subject to a criminal
background check.

__________________________________ __________________________________ _____________
Employee Name Employee


