EMORY NATIONAL DEBATE INSTITUTE

DORM STAFF JOB DESCRIPTION 2018

· Applications due: April 1, 2018
· Employment Dates: Saturday, June 2 – Saturday, June 23, 2018 
Responsibilities

Responsibilities shall include but are not limited to:

· Work closely with other staff members to accomplish the overall mission of the ENDI by attending to the safety, well-being, and enjoyment of high school students, including mandatory reporting of any suspected child abuse.
· ENDI Dorm Staff responsibilities include day, evening, and night commitments, although there are times when dorm staff members are off-duty while students are in labs.
· Attend mandatory weekly staff and team meetings to discuss student concerns and student programming.
· Assist with check-in, meeting students at the airport, or performing campus tours on the first two Sundays of the institute.
· Assist with check-out at the end of each session of the ENDI.
· Organize and lead programs and activities for students, including evening programs and weekend events. 
· Judge practice debates during the institute according to pre-established schedule.
· Work with Dorm Director, Dorm Assistant Director, and ENDI administrators to establish appropriate methods of articulating program and academic expectations and enforcing program rules. 

· Clearly articulate program and academic expectations and standards to students. 

· Enforce ENDI program rules consistently and fairly. Follow up immediately on student behavior problems as directed during training. 

· Perform daily customer service operations such as handling student check-in and check-out, explaining procedures, giving directions, and reporting specific needs/concerns of students. 

· Provide a staff presence at various ENDI program functions taking place on campus. 

· Respond to emergency maintenance requests by contacting the appropriate person(s). 

· Prepare ENDI program housing prior to students' arrivals. 

· Share on-call responsibilities with other ENDI dorm staff and respond to emergencies. 

· Attend mandatory training session the day prior to the start of the first session of the ENDI. 

· Be helpful, friendly, and willing to assist ENDI students in any way possible.
· Monitor the physical condition of the residence hall, including reporting emergency maintenance situations to the appropriate person(s). 

· Get to know all the students in the program. 

· Serve as a positive role model and resource for all students. 

· Be a visible and accessible presence throughout the program. Be aware of student concerns and problems, and immediately report critical information to the Dorm Director of ENDI administrators. 

· Respond to student emergency situations at all times. Utilize emergency protocol outlined in training. 

· Plan and assist with social and recreational activities during the program. 

· Assist with emergencies that may arise during the program. 

· Other duties as assigned. 

Qualifications 

· Must be able to commit to the entire summer dates of employment, including training date.

· May not be enrolled as a summer student, or hold another position of employment, during ENDI. (Students may have another position and/or enroll in summer school with prior approval.)

· Must be able to demonstrate attributes of both a team player and a leader.

· Must possess an excellent customer service disposition.

· Must be able to serve as a resource for and a positive representative of Emory University.

· Experience within a PC/Windows XP environment is helpful.

Employment Dates 

ENDI Dorm Staff dates of employment are Sunday, June 3 – Saturday, June 23, 2018, with training responsibilities on Saturday, June 2, 2018.
Renumeration 

ENDI Dorm Staff will receive a furnished, private room on central campus for the duration of their employment. You must live in this room to be available on-call duties and other responsibilities.  ENDI Dorm Staff members will also receive a $500 food allowance.  ENDI Dorm Staff will be paid the amount specified in communication from ENDI Administrators.
Application 

Please submit the following to apply:

· A completed application form. 

· A resume 

Additional Information 

For additional information, please contact:

Kara Grant, Director of Operations

Barkley Forum for Debate, Deliberation, and Dialogue

Emory University
AMUC Suite 135
Atlanta, GA 30322
Phone: 678.205.6281
Email: kara.grant@emory.edu
  

Emory University is an equal opportunity/affirmative action employer. 
