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Summer Conference Assistant Job Description
Summer 2017
The role of the Summer Conference Assistant (SCA) is a vital one.  For many conference guests, the SCA is the first Pitzer College representative they meet on-campus.  Impressions about the college experience, and about the quality of life at Pitzer, are based to a large extent upon the residence hall experience and staff.  Conference guests can be youths or adults and they may be on-campus for academics, English education, athletics, or a conference. 
The SCA directly supports the values and departmental missions of the College.  The SCA position demands skill in time management, flexibility, patience, ability to communicate, a sense of humor and the desire to be part of a supportive team.  They serve as information resources about residence hall and general campus life.  The SCA is a member of the Office of Student Affairs team serving our summer residents’ and conference guest needs. 
Qualifications
· Must have been enrolled as a Pitzer student during the spring semester prior to their summer of employment.  

· Have a minimum cumulative GPA of 3.0 or better.

· Be in good standing with the College.
· Must be CPR and First Aid certified and must remain certified throughout their tenure as SCA.

· Must be able to do manual labor in various indoor and outdoor climates. Must be able to lift up to 25 pounds from the ground to waist-level unassisted. Must be able to stand, walk, bend, climb, stoop, twist, and use tools and equipment required for the position. 

· Leadership potential as evidenced by previous leadership experiences, recommendations, and staff evaluations.

· High level of maturity exhibited in sound judgment, emotional stability, flexibility, and willingness to accept responsibility.

· Strong interpersonal skills through proven ability to interact effectively with others and as perceived through previous employment with the department. 

· Criminal records check: All summer conference staff must agree to a Criminal Records Check.  
· Assume other duties as assigned by the Summer Programs Team, or any member of the Office of Student Affairs. 

Employment Responsibilities 
One of the responsibilities of this position is to support Summer Programs and the Office of Student Affairs in attaining its goals for conference guests and summer activities.  Our primary goal is the development of an environment conducive to the academic and personal growth of participants living in the residence halls.  The following is a summary of the significant expectations for which SCAs are responsible.

a) Conference Guest Relationships:

In their multiple roles as peer, facilitator, administrator, and figure of authority, SCAs model appropriate respect for the health, safety, welfare and rights of all members living in the residence halls.  Each SCA is expected to:

i) Continually model appropriate behavior through academic and personal goals.

ii) Keep information private and discrete when ethical and appropriate to do so.

iii) Work as scheduled; BE ON TIME. (Remember ON TIME means arriving at least 5 minutes before your shift).

iv) Be accessible and on-campus if serving on-duty.

v) Be visible and accessible to your guests, it is crucial in promoting a safe and comfortable environment.

vi) Be professional and exhibit customer service (e.g. - “Think like the customer…”). Many of our guests have never been to Pitzer’s campus and will come to you for assistance.  Be ready to provide information, directions, and to go the extra mile to satisfy their needs.

vii) Work as a team.

viii) Communicate your suggestions and those of the guest to your Summer Programs Leadership Team. 
ix) Be courteous to all full time employees of Pitzer; they are here to help you!

x) Be open-minded and willing to learn new aspects of the job.  

xi) Be in proper uniform (nametag and uniform shirt) and prepared to work when you are scheduled.
b) Administration - Documentation:

The smooth operation of the residence halls is dependent upon the coopera​tive efforts of all staff members.  SCAs are called upon to provide administrative support which is important to the operation of the hall.  A SCA is expected to:

i) Attend all weekly staff meetings.

ii) Complete all assigned administrative tasks thoroughly, accurately, and on time 

iii)   Assist Summer Programs with periodic room inspections and the proper check-in and check-out of guests.

iv)   Assist the facilities staff in identifying things in need of repair or special attention.
v) Handle RCRs and card/key changes and be responsible for residence hall master cards/keys; assume total responsibility for residence hall master cards/keys, including the cost of replacing cards/keys should they be lost.
vi) Provide on-call coverage (duty) of the residence hall during scheduled shifts.  When on call, the SCA must carry the duty cell phone. The on call rotation will be flexible and subject to change, but minimally the SCA must do two security checks each night they’re on-call.  

vii) Schedule and work up to 40 hours/week with the Summer Programs Office or the Office of Student Affairs.  

viii) Provide additional assistance to Summer Conferences: This includes helping with room set ups in between conferences. 
ix) Work with linen distribution and collection of soiled linens. 
c) Communications:

SCAs play a crucial role in setting the tone of how the College and the Office of Student Affairs is perceived by guests and students.  SCAs should strive to represent the College and the Office of Student Affairs positively to students, parents, guests, and the general public.  A SCA is expected to:

i) Check your email a minimum of twice daily for College and staff correspondence. 

ii) Respond to all messages/notes in a timely manner as determined by the Summer Programs Leadership Team. 
iii) Maintain regular contact with the immediate supervisor and discuss job-related as well as personal concerns relative to performance.
iv) Assists other students in handling crises and solving problems.  Refer students and conference guest to appropriate College resources.

d) Self-Development:

SCAs have the opportunity to grow in their position while on the job.  While the SCA must assume the major responsibility for self-development, they are expected to:  

i) Participate in Orientation (prior to Summer Conferences) 

ii) Be evaluated formally by the Summer Programs Leadership Team and peers with continued employment based upon positive evaluation.

e) Recruitment and Selection of Staff:

The input of SCAs is considered to be a valued source of information in the selection of staff.  As a paraprofessional staff member you may be asked to participate in professional staff interviews.

Terms of Employment
· Compensation:  
· The SCA is compensated with an on-campus residence hall room at no cost during the period of employment.

· SCAs also receive $10.00/hour for up to 40 hours/week.  The 40 hours/week does not include on call coverage.  

· Time Commitment: 

· All major time commitments outside of the SCA job (i.e. more than 5 hours a week) must be approved in advance with the Director of Residence Life and Summer Programs.  The time commitment of the SCA position does not always allow for a second job.
· SCAs will be scheduled to work weekdays and weekends.  Arrangements must be made in advance with the Summer Programs Leadership Team for extended hall absences (more than 24 hours).

· Performance:

· SCAs are held to the same standards outlined in the Code of Student Conduct in the Student Handbook as the general student body.
· Alcohol/Substance Use

· SCAs must adhere to all local, state, and federal laws and the policies in the Pitzer College Student Handbook governing alcohol consumption and substance abuse.

· SCAs 21 years of age or older, may drink alcohol under conditions stated in the Pitzer College Student Handbook.

· If you choose to consume alcohol, you must:

· Use highest levels of discretion when attending other Campus and 5C events where alcohol is present

· Refrain from buying, serving, or consuming alcohol with underage students

· Refrain from drinking alcohol within a 12-hour period prior to duty, nor in any case while on duty

· Refrain from drinking alcohol during fall or spring training, starting with early arrival regardless of age

· SCAs should keep in mind that you are always a SCA and have obligations and responsibilities other residents do not have that may make a social event uncomfortable.  

· SCAs may have their employment terminated, be placed on performance probation or be removed from summer housing at any time for the following reasons: 

1. Non-compliance with requirements contained in this agreement and referenced documents; 

2. Misuse of master keys.

3. Failure to support College and Residence Life policy;
4. Placement on either academic or disciplinary probation by the college.

· Your performance will be evaluated by your supervisor periodically throughout the summer.  Substandard performance may lead to disciplinary action and/or termination as documented in the Employee Documentation Form.

· In the event of removal or dismissal you will be financially responsible for the cost of prorated room and incidental charges for the remaining portion of the summer housing agreement and including a possibility of reassignment to another residence hall contingent on space availability.

Confidentiality
SCAs are in a position to gain a great deal of sensitive and personal information.  It is expected that this information will be treated in a professional and confidential manner.  SCAs do not have privileged confidentiality.  Any information that might affect the safety, security, and wellbeing of a student must be shared with the RD or professional member of OSA immediately.  An SCA should not promise confidentiality to the students.  

Termination of Employment

Either you or the College can terminated this employment contract early with a written notification.  In the event of early termination of this employment contract, you will be compensated what you have earned through the last day of your employment.  You will be responsible for the pro-rated cost of the single room for the remainder of the academic year, or as available, you may be moved to a double occupancy room and will be responsible for the pro-rated cost of the double occupancy room for the remainder of the academic year; and you will cease to receive the biweekly stipend payment.

Employment Period
· May 13, 2017 – August 7, 2017
Spring 2017 Dates

· First Staff meeting: TBD based on availability, during mid/late April 

Required Dates for Summer 2017

· Spring Closing/Summer Transition: May 13-May 28

· Conference Help: July 10-Aug. 6

· End of Summer Session 1: June 29-July 2

Potential Holiday Duty Coverage (dates are split evenly amongst the team)

· Memorial Day

· July 4th  



Additional Details
Are you attending Summer Classes?  ______ First Session       ______Not attending classes

NOTE: A copy of your summer class schedule should be provided as soon as possible for training and scheduling purposes.
Vacation Requests:__________________________________________________________________________ 

_____________________________________________________________________________

       ______________________________________________________________________________

Acceptance of Employment
By signing this employment contract, you agree that you have read and understood the aforementioned terms, conditions and expectations and required dates stated above, and are accepting the position of SCA.

Again, we are honored that you want to be a part of the Residence Life program at Pitzer and we look forward to the possibility of working with you! 
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