Residential Life Staff Member Application

Unit Assistant (UA) Application 
Application Due Date:  Friday, February 12, 2016 BY 4PM
in the Office of Residential Life located on the 1st floor of Rounds Hall.

(Please type or print clearly)
Please notify Joseph Murphy in the Office of Residential Life if any of your personal information changes while you are a candidate.

Name: 












Current Residence Hall/Room#: 









Permanent Home Address: 












Cell Phone #: 




Skidmore Email Address: 






Date of Birth: 



Gender: 



Class of 20: 



Major: 








Cumulative GPA: 



Have you ever been found in violation of a Skidmore College Policy?   Yes ______      No ______
(If you are found in violation during the application process, your candidacy will be withdrawn.)

If yes, please explain: 












Student ID#: 





Please list previous residence hall(s) in which you have been an RA, including your Area Coordinator’s name(s) and dates:

Residence Hall





Area Coordinator


Dates



Are you planning on completing an internship or student teaching? 
Yes ______      No ______      
Are you planning on studying abroad?  




Yes ______      No ______      
PLEASE NOTE:  You must have at least 1 fall semester of RA experience to apply for UA.  UA Placement is dependent upon skill set, staff fit, and class year.

If you require Special Housing Accommodations, please contact Meg Hegener (mhegener@skidmore.edu), Coordinator for Student Access Services by Friday, February 19th.

Cover Letter & Resume:  

Please complete a cover letter and resume as part of your application.  


Your cover letter should be a good representation of why you are applying for this position.  It should be no longer than a one-sided page.  Please be sure to include the following points:



- Why you are applying for this position;



- Why you are qualified for this position; and



- What ideas you have for yourself in this position.


Your resume should be a good representation of your employment, leadership background, and skill sets for this position. It should be no longer than a one-sided page.  Please be sure to include the following points:



- Past and current employment positions;



- Past and current leadership positions;



- Past and current extracurricular activities;



- Honors and awards; and



- Skills.


The Career Development Center (2nd floor Starbuck Center, 518-580-5790) is available to help you draft both of these documents.  Feel free to pick up a copy of the Resume and Cover Letter Writing Guide at their office or download them from their website: http://www.skidmore.edu/career/.  You can also schedule an appointment with a career advisor or meet during one of the many drop-in hours.  
Reference Letter:
Please include a sealed reference letter (or have it emailed to Joseph Murphy, jmurphy@skidmore.edu) as part of your application.  

Reference letters should be written by a current or past faculty/teacher, supervisor, or coach (AC’s may not be used as a reference).  The reference letter should include how long the person has known you and in what capacitie(s), why you are qualified for this position, and what you can contribute to the position.

Interview Session & Presentation:

When you hand in your application to the Office of Residential Life, you will need to sign up for an interview session.  You will be expected to give a 10 minute presentation to the interviewer team focusing on the following five points.  Feel free to be as creative as you’d like with your presentation.
· Why you are applying for the UA position and what makes you the most qualified candidate.

· How you would describe your past performance as an RA, and how you will translate that into the UA role.

· What your role and contributions have been on previous RA team(s), and what your UA team can expect from you.

· What your understanding is of the differences between the RA and UA positions, and what strategies you plan to use to implement community building and programming in the apartments.
· What approaches you will use as a returning Res Life team member to help mentor and train new Res Life team members.
The interview team will then ask you some questions, and will allow time for you to ask any questions you may have.  The interview will last approximately 30 minutes.  The interview should be treated as a professional experience.  For interviewing tips or practice, visit the Career Development Center, located on the 2nd floor of Starbuck Center.  Interviews will be held the evenings of Tuesday, February 16; Wednesday, February 17; and Thursday, February 18.
Please Note:


* Your application will not be considered unless ALL materials have been received by the deadline indicated – Friday, February 12, 2016 by 4pm.  This includes the Application itself, Cover Letter, Resume, Reference Letter, and signing up for an Interview Session.


* Prior End of Semester Evaluations will be taken into account as part of your application.
* Your hiring would be for the 2016-17 academic year only.  If selected, and you wish to continue in future academic years, you’ll need to complete a Returning UA application, at which point you’ll be entered into the applicant pool with all applicants.

* All accepted applicants will be required to return to campus in Fall 2016 for Residential Life Training on Sunday, August 21, 2016 by 4pm.


* PLEASE NOTE:  All Unit Assistants (UA’s) must stay for ALL CLOSINGS and until the Tuesday after graduation, which next year will be Tuesday, May 23, 2017.

Questions:

If you have any questions about the application process please feel free to contact Joseph Murphy in the Office of Residential Life (jmurphy@skidmore.edu). 

Applicant Signature:


I hereby declare that the information given in this application is true to the best of my knowledge.


I hereby authorize the Office of Residential Life to review my academic and student conduct records at Skidmore College.  This authorization is granted because I want to be considered for a position on the Residential Life Staff at Skidmore College.


Signature of Candidate





Date

Skidmore College - Office of Residential Life

Unit Assistant (UA) – Position Description – 2016-2017

UAs are integral to the general growth and welfare of each individual and community as a whole.  UAs serve as peer role models for their fellow students, while acting as liaisons between their residents and the college administration.  UAs will be present in their residential communities and accessible to their residents.  UAs will respond to crises and troubleshoot conflicts as they arise.  UAs are students of the college, and as such, must know and comply with the policies and procedures of Skidmore College and the Office of Residential Life. 

DATES OF RESPONSIBILITIES:

· The period of the contract is from Sunday, August 21, 2016 through Tuesday, May 23, 2017.

· Return to campus for all Residential Life trainings, which include:

· Fall semester:  Sunday, August 21, 2016 (by 4pm)

· Spring semester:  Tuesday, January 17, 2017 (by 4pm)

· Be present for all residence hall openings, which include:

· Fall semester:  Thursday, September 1, 2016 – Tuesday, September 6, 2016

· Thanksgiving break:  Sunday, November 27, 2016

· Spring semester:  Saturday, January 21, 2017 – Sunday, January 22, 2017

· Spring break:  Sunday, March 19, 2017

· Remain for all residence hall closings, which include:

· Thanksgiving break:  Wednesday, November 23, 2016 (up until 12pm)

· Fall semester:  Friday, December 23, 2016 (up until 2pm)

· Spring break:  Saturday, March 11, 2017 (up until 12pm)

· Spring semester:  Tuesday, May 23, 2017

Community Building & Residential Education

· Cultivate an environment that promotes academic and social success.

· Promote an inclusive environment that respects each resident’s sociocultural characteristics.

· Support and act as a resource for a group of students in a neighborhood in an apartment village.

· Maintain an awareness of the attitudes and feelings of the neighborhood community.

· Fulfill the residential education model requirements as outlined in the Residential Life Training Manual.

· Complete all residential education paperwork within the timeline outlined.

· Collaborate with fellow UAs, campus leaders, and offices.

Relationship with Residents

· Communicate with residents through email, door-to-door, programs, signage, hand-outs, etc.

· Advise students, within the limits of training and capability, and make referrals when appropriate.

· Know residents as individuals in order to promote and encourage involvement in College and community activities.

· Assist students in transitioning to apartment living.

Relationship with UA Team

· Contribute to a supportive team dynamic with fellow UAs.

· Engage in mentoring relationships with fellow RAs & UAs.

· Attend a weekly meeting on Mondays from 8:30pm-9:30pm with UAs.
Relationship with Supervisor

· Report to an Area Coordinator (AC), maintaining regular communication concerning academic, social, and professional needs and developments.

· Report sensitive information to your AC.

· Comply with the requests of Residential Life Professional Staff and all emergency personnel.

· Attend bi-weekly one-on-one meetings with AC.

· Submit a weekly report as outlined in the Residential Life Training Manual.

· Complete other duties as assigned by the Professional Staff in Residential Life to support the mission of the department.

Training & Development

· Participate in all required residential life pre-semester and in-service trainings.

· Fulfill the RA/UA development requirements as outlined in the Residential Life Training Manual.

· Know and remain informed about college services and resources.

· Contribute to the RA & UA Selection processes.

Housing Operations

· Assist in all apartment openings and closings, and first-year residence hall openings.

· Conduct apartment visits and inspections as necessary.

· Complete and maintain Apartment Inspection Forms (AIFs).

· Provide toilet paper and composting bags to residents.

· Submit and record work orders and facilities concerns as necessary.

· Report all facilities emergencies to Facilities Services or Campus Safety.

· Contribute to the Housing Selection process.

On-Call & Enforcement of College Policies

· Serve as the on-call UA for respective residential area on a rotating schedule.

· Complete the on-call log as outlined in the Residential Life Training Manual.

· Comply with the requests and directives of the AC on-call and/or Student Affairs Administrator on-call.

· Enforce College rules, regulations, policies and procedures.

· Complete all Incident Documentation Forms (I-DOCs) within 24-hours.

· Report all emergencies to Campus Safety, and follow up with your AC.

Attitude & Demeanor

· Serve as an official representative of the Office of Residential Life, Division of Student Affairs, and Skidmore College.

· Role-model positive behavior and comply with college policies and procedures.

· Present a professional appearance on campus, off campus, and in online communities.

· Understand and utilize appropriate communication channels.

· Maintain resident privacy to the extent possible.

· Assist in the critical evaluation of office practices, policies and procedures.

· Check and reply to emails daily pertaining to residential life duties.

· Attend and be punctual with all scheduled meetings and events.

UA Remuneration

· Apartment housing credit.

· Option to choose apartment roommates (this option may not be available after initial March hiring).
UA Terms of Contract:

· Read and abide by the Housing Policies and Student Code of Conduct, as found in the Student Handbook.

· Remain in good academic and social standing from the date of hire.
· Seek approval from supervising AC for any outside activity that may interfere with competent fulfillment of the responsibilities of the UA position. 

