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Job Description:
The Summer Assistant for Residence Life and Conference Services will serve as a vital part of the Residence Life and Conference Services team at Southern Wesleyan University for the summer of 2019. The Summer Assistant is expected to represent SWU positively through willingness, teach-ability, a high level of personal responsibility and respect for all people, a positive attitude and a genuine desire to serve. Under the supervision of the Summer Resident Director and the Director of Conference Services, the Summer Assistant is responsible for the daily success of Residence Life summer housing and the events hosted on campus by Conference Services.

The Summer Assistant will serve an average of 32 hours per week with the understanding that some weeks will require more time and some weeks will require less time. It is absolutely vital that the Summer Assistant understands our expectation of availability and flexibility within weekly hours. 

The Summer Assistant will be paid $3000.00 for the work period beginning May 6th, 2019 and continuing through August 19th, 2019. Pay will be distributed from May 2019 through August 2019, on the 1st day of each month, in four equal payments of $750.00 per month. Your Room will be assigned by Residence Life and is part of the benefit package which means no rent is required.

Requirements:
1. Agree to the terms and required time commitments of the summer master calendar as presented upon the signing of the work contract.

2. Agree to flexibility and availability in work schedule as directed by the Summer Resident Director and Director of Conference Service in response to needs that may arise throughout the summer.

3. Agree to work respectfully and willingly in conjunction with the other Summer Assistant in determining time off with the understanding that at least one summer assistant is on duty at all times.

4. Agree to serve as the live in Conference Services presence in Eagles Rest Bed and Breakfast and/or in Mullinax, Childs Hall, StuBe, or West Residence Hall as directed.

5. Agree that all Summer Assistants will be on duty during especially busy weeks such as move-in/move-out of summer residents and other camps as outlined in the master calendar.

6. Agree to monitor Apartment visitation hours and conduct a final walk through of all summer apartments at midnight of each night during on duty weeks.

7. Assist the Summer Resident Director as directed with the move-in and move-out of students between May 2019 – August 2019.

8. Assist the Director of Conference Services as directed with preparation, hosting, possible water duty and clean-up for and after summer guests in conjunction with the master calendar.
9. Manage check-in, check-out and key inventory of all the camps and conferences in conjunction with Conference Services staff.
[bookmark: _GoBack]10. Assist the Manager of Eagles Rest with helping with turning over rooms, check in, and check out at Eagles Rest Bed and Breakfast.
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