
         

 

   
 

 
  

               
               
              
            
              

                
               
                

 
      

             
           

                
              

        

               

             

         

                 
   

                
        

           

                 
    

              
 

      

               
            

                  
 

                 

                 
 

                 
         

                 
         

                 
              

    

                
 

COMMUN TY COORD NATOR 

General Description: 
The Co  unity Coordinator is a part-ti e, 10- onth position. The Co  unity Coordinator reports to and is 
under the direct supervision of the Residence Hall Director. The Co  unity Coordinator ensures delivery of 
essential student services through  anage ent of the hall desk operations. Additional responsibilities of the 
Co  unity Coordinator are assisting with co  ittee advise ent, personal advising and consultation, policy 
enforce ent, ad inistrative tasks, critical and e ergency situation  anage ent, and serving in a daily on-duty 
rotation with other Co  unity Coordinators. Co  unity Coordinators will aid in the training of Student Staff 
and have an advisory role in their develop ent of acade ic and social co  unities. Co  unity Coordinators 
 ust be in good standing with the University, both acade ically and through the student conduct code. 

A. Staff and Student Development/Personnel Management: 

• Oversee all hall desk operations including supervision, training, progressive discipline, evaluation, and 
ongoing assistance of Hall Desk Associates, Mail Clerks, and Night Monitors. 

• Ensure quality service delivery to residents through oversight of hall desk operations and on-going training 
with staff. Services include  ail and package delivery, equip ent rental, lockout checkout, lost key 
assistance, roo  ove assistance, and general infor ation assistance. 

• Manage the work schedule, clearance operation, and ti ecard approval for all hall desk e ployees. 

• Work with Student Staff to train the on key hall desk operations. 

• Oversee coordination of the Student Staff duty schedule. 

• Conduct  onthly individual  eetings with all Student Staff for one-half hour to  entor and assist in 
co  unity develop ent ventures. 

• Work with Hall Director and Central Staff to provide regular evaluation, training opportunities, goals, and 
objectives for all Residence Life progra s and staff. 

• Attend scheduled 1:1s and supervision  eetings with the Hall Director. 

• Assist the Hall Director in conducting weekly staff  eetings with Student Staff, and conduct these  eetings 
in the HD’s absence. 

• Participate in coordinating and facilitating the work of at least one depart ental co  ittee. 

B. Hall Community Supervision and Development: 

• Provide effective  entorship to Student Staff  e bers in their responsibilities of overseeing and developing 
an educational and social co  unity within the residence hall and apart ent co  unities. 

• Assist in roo changes for students by preparing new key packets as directed and processing roo change 
paperwork. 

• Work with students in distress and  ake referrals to on-duty Hall Director and counselors as needed. 

• Conduct weekly rounds of building at least once a week to pro ote visibility within the residential 
co  unity. 

• Be available and responsible for rotating daily shifts of on-call duty with other Co  unity Coordinators to 
respond to facilities  atters and lower-level concerns fro students. 

• Develop a visibility plan for purposeful engage ent with residents to build rapport and fully understand the 
co  unities with the residence halls and apart ent facilities. 

• Work with hall staff, the Depart ent of Public Safety, the University Counseling Services, the Vice President 
for Student Affairs, and other involved entities regarding critical and e ergency situations, and  ake 
appropriate follow-ups and referrals. 

• Enter docu entation for incidents by noon the following day, and e ail appropriate staff  e bers as 
directed. 
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C. Fiscal and Facilities Improvement: 

• Conduct weekly rounds of the building to continually create a safe and co fortable living environ ent for 
the residents. 

• Report any identified concerns to Facilities, DPS, or Residence Life Central Office as needed 

• Maintain regular contact with supervisor, supervisees, other depart ents, and appropriate personnel and 
faculty to ensure that the Residence Hall functions effectively. 

• Visit Res Life office each weekday to retrieve personal and professional  ail. 

D. Professionalism and Professional Development: 

• Ethical, legal, and professional conduct and behavior in co pliance with University and Student Affairs policy 
and procedures is expected at all ti es. 

• Keep abreast of University events that will have an i pact on their residential co  unity. 

• Assist with developing and presenting training progra s for Student Staff and hall desk staff. 

• Actively participate in Residence Life staff and professional develop ent  eetings. 

• Actively participate in or oversee Residence Life co  ittees as assigned. 

• Represent Residence Life at hall progra s, University visit days, and special weekends as requested. 

• Be personally co  itted toward developing as a person and as a professional. 

• Attend professional develop ent sessions set up for Residence Life professional staff  e bers. 

E. General: 

• Schedule, post and keep office hours each week as established by the hall director. 

• Assist Hall Director with oversight of the day-to-day functioning of the Residence Halls. 

• Have daily contact with the Residence Life central office. 

• Attend Residence Life staff  eetings scheduled once a week. 

• Maintain and update assigned continuity reports for halls and co  ittees at the end of the acade ic year. 

• Attend and engage in regular evaluations with supervisor. 

• Other duties as assigned. 

F. Staffing Dates 

CC Move-In As early as Friday, 7/17/20 
CC Training Monday, 7/20/20 - Friday, 7/31/20 
SA Training Monday, 8/3/20 - Tuesday, 8/11/20 
Tru an Week Wednesday, 8/12/20 - Sunday, 8/16/20 
Released for Thanksgiving Break Friday, 11/20/20 
Released for Winter Break Monday, 12/14/20 once duties are co pleted 
CC Training Tuesday, 1/5/21 -Wednesday, 1/6/21 
SA Training Thursday, 1/7/21 - Saturday, 1/9/21 
Released for Spring Break Friday, 3/5/21 
Released for Su  er Tuesday, 5/11/21 once duties are co pleted 
CC Must Checkout Date Monday, 5/17/21 
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G. Break Duty Dates 

Labor Day Weekend Friday, 9/4/20 - Monday, 9/7/20 
Fall Midter Break Wednesday, 10/14/20 - Sunday, 10/18/20 
Martin Luther King Day Friday, 1/15/21 - Monday, 1/18/21 
Spring Ter Break * Friday, 4/2/21 - Monday, 4/5/21 

* Break co pensation of $25 per day ($45 for the Sunday of Spring Ter Break). Staff working breaks without 
 eal service will receive a personal  eal advance to be spent on  eals. 
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