	UCD RESIDENTIAL ASSISTANT 2010 / 2011
RA POSITION DETAILS




Position Summary

A Residential Assistant (RA) is responsible for providing leadership, building community, and running the out of hour’s operational aspects of the UCD Residence community.  Living within the community the RA becomes a member of a group of teams in each of our residence complexes.  The RA responds to the needs of residents, facilitates the creation of an environment conducive to academic and personal development, and manages critical administrative and operational tasks.

The RA is supervised and reports on a daily basis to a Residential Team Leader who is a full time member of the UCD Residences Team.  Life in UCD Residences is dynamic, and RA’s must be flexible, adaptable, enthusiastic, and dedicated in order to responding to changing needs and situations whilst ensuring the implementation of the Universities policies and procedures.
General Duties and Responsibilities

Student Peer and Community Builder

· Develop positive relationships with your team and the Universities residents and help build an inclusive and welcoming community
· Communicate and interact with residents, both formally and informally, to identify and address problems, answer questions, and create and foster a sense of communal responsibility 

· Be available and approachable

· Engage in any UCD Residences initiatives designed to enhance the campus living experience

Facilitate the Implementation of UCD Residences Policies and Procedures
· Assist in explaining UCD Residence and University policies and procedures and enforce the policies

· Model and encourage adherence to policies

· Serve as a role model for responsible behaviour and respond consistently and fairly to residents behavioural concerns

· Document breaches an communicate with the Residential Team Leader on a daily basis concerning breaches of policies and procedures

· Help educate residents in safety and security

Administration and Operational

· Have a working knowledge of all procedures (e.g. Open up / lock up, maintenance requests, emergency response, etc)

· Assist and support Residential Team Leaders and Office staff with location specific paper work

· Participate in residence duties as requested (e.g. post delivery, building surveys, fire drills, administrative work, wireless support)

· Complete all paperwork and reports accurately and promptly

· Actively participate in training and be available “off schedule” at peak times for check in and check out
Team Player

· Participate in all training requirements including in house training during orientation week and ongoing during the academic semesters

· Attend all team and individual meetings with Team Leader and managers

· Be available for scheduled evening and weekend commitments and support your appointed team members in executing the daily scheduled and non scheduled requirements

· Communicate on a daily basis with your team leader and provide essential feedback
Minimum Qualifications

· Applicants must be a registered and active students in the year in which they are applying to be an RA

· Applicants must be available for the entire academic year including the pre start training period

· Must be in good academic and disciplinary standing in the University

· Evidence of good communication skills, organisational and time management skills, interpersonal skills, reliability and dependability

· Strong commitment to acting as a role model in UCD Residences

Terms of Appointment

· RA’s are required to meet full time student status

· RA’s are required to meet all training requirements (23rd August to the 5th September 2010)
· Successful RA’s must be available for the full academic year (6th September to the 31st May 2011)
· Schedules will be agreed during the training week and typically consist of every third evening and every third weekend.  All RA’s must be available to work scheduled bank holidays, and a Christmas schedule

· Opportunities for RA’s to stay and work over the summer period are available
Training Requirements

· Theory and practical training from Monday 23rd August 2010 to Friday 30th August 2010 daytime – times to be confirmed

· On site practical training, set up, and orientation from Saturday 31st August 2010 as scheduled in shift rotation (daytime, evening time, on call) – times and shifts to be confirmed

Benefits of Appointment

· Remuneration in the form of free accommodation and utilities
· Acquiring important skills for future career goals
· Rewarding personal and professional growth experience

· Experience in working in a diverse and dynamic organisation
Please note the RA position description is subject to change and may include other duties as may be reasonably sought from time to time by the Manager of Residential Services or his / her appointee.  

