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Documentation

Interview:

· I interviewed Kassi Ivy , Resident Assistant  at University Pines Apartments  on 3-25-08
· I interviewed Daniel Hughes, Resident Assistant  at University Pines Apartments  on 3-24-08
· I interviewed Austin Sides, Resident Assistant  at University Pines Apartments  on 3-24-08
· I interviewed Ole Madera , House Director  at University Pines Apartments  on 2-11-08
Questionnaire:

· Not Needed
Background Research:

· www.campuslivingvillages.com 
· www.residentassistant.com
· University of Texas at Tyler Resident Life job description for Resident Assistant
· U.S.  Department of Labor (1991).  Dictionary of Occupational Titles (4th ed.) Washington, D. C. :U. S. Government Printing Office.

· U. S.  Department of Labor (current year).  Occupational Outlook Handbook. Washington, D. C. : U. S. Government Printing Office.

· O*NET -  http://online.onetcenter.org/main.html
Analysis By:  Toby Wilkerson
Reviewed By:  



Approved by (Supervisor) : 



DUTY WORKSHEET

  Job Title: Resident Assistant
Use this worksheet to describe the duties associated with a job.  List the duty and percentage of time, which is required for each duty in order to clarify the purpose of the duty.  Use additional sheets as needed.

Purpose of the job (Record on the first page only): 

     
DUTIES:

% of Time
50
1.     Administrative tasks
15
2.
Know and enforce rules governing student residents
13
3.
Maintain an environment conductive to education
12
4.
Integrate the community with the University’s programs
10
5.     Create a sense of community through creative programming
TASK WORKSHEET        Job Title: 
Duty No.: 1
Use this worksheet describes the tasks associated with the corresponding duty. List the duty in order to clarify the purpose of the task.  Use a separate copy of the worksheet for each duty.

DUTY:
Administrative tasks
 50  % of Time
	TASK
	

	% of Time
	

	11
	1.
	Complete paperwork and checklists assigned by management

	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	4
	2.
	Participate in scheduled meetings
	Train.
	NO

	
	
	
	Imp.
	V

	
	
	
	
	

	1
	3.
	Check mailbox daily for individual assignments

	Train.
	NO

	
	
	
	Imp.
	I

	
	
	
	
	

	3
	4.
	Perform check-ins and check-outs for residents
	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	2
	5.
	Assist in the make ready of apartment units
	Train.
	NO

	
	
	
	Imp.
	C

	
	
	
	
	

	13
	6.
	Answer the phones and handle each call appropriately
	Train.
	YES

	
	
	
	Imp.
	C

	
	
	
	
	

	2
	7.
	Assist with emergency situations and respond on a 24-Hour basis, as needed
	Train.
	YES

	
	
	
	Imp.
	C

	
	
	
	
	

	6
	8.
	Conduct health and safety inspections monthly
	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	3
	9.
	Give tours of the apartment complex to potential customers
	Train.
	YES

	
	
	
	Imp.
	I

	
	
	
	
	

	5
	10.
	Perform opening and closing duties in the office daily
	Train.
	NO

	
	
	
	Imp.
	I

	
	
	
	
	


Importance Rating
 I
= Important
V
 = Very Important
C = Critical

 TASK WORKSHEET        Job Title: 

Duty No.: 2
Use this worksheet describes the tasks associated with the corresponding duty. List the duty in order to clarify the purpose of the task.  Use a separate copy of the worksheet for each duty.

DUTY:
Know and enforce rules governing student residents
 15  % of Time
	TASK
	

	% of Time
	

	1
	1.
	Learn community and University rules in order to explain and enforce them while confronting residents
	Train.
	YES

	
	
	
	Imp.
	C

	
	
	
	
	

	2
	2.
	Refer discipline matters to the appropriate person through established procedure

	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	7
	3.
	Submit reports within 24 hours of incidents and situations that threaten health or safety of residents or staff
	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	5
	4.
	Confront residents in violation of the rules

	Train.
	YES

	
	
	
	Imp.
	C

	
	
	
	
	


Importance Rating
 I
= Important
V
 = Very Important
C = Critical

TASK WORKSHEET        Job Title: Resident Assistant
Duty No.: 3
Use this worksheet describes the tasks associated with the corresponding duty. List the duty in order to clarify the purpose of the task.  Use a separate copy of the worksheet for each duty.

DUTY:
Maintain an environment conductive to education
 13  % of Time
	TASK
	

	% of Time
	

	1
	1.
	Learn the names of all the residents and visit each resident regularly


	Train.
	No

	
	
	
	Imp.
	I

	
	
	
	
	

	1
	2.
	Promote a group living experience that focuses on academic success and appropriate social standards
	Train.
	YES

	
	
	
	Imp.
	I

	
	
	
	
	

	4
	3.
	Assist in mediating and finding resolution to resident conflicts

	Train.
	YES

	
	
	
	Imp.
	C

	
	
	
	
	

	3
	4.
	Be available to the residents for complaints or issues that may arise

	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	2
	5.
	Express resident concerns to management for further handling as needed
	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	1
	6.
	Establish group behavior standards such as common courtesy
	Train.
	NO

	
	
	
	Imp.
	I

	
	
	
	
	

	1
	7.
	Take a leadership role and create a sense of responsibility to promote consideration for others
	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	


Importance Rating
 I
= Important
V
 = Very Important
C = Critical

TASK WORKSHEET        Job Title: 

Duty No.: 4
Use this worksheet describes the tasks associated with the corresponding duty. List the duty in order to clarify the purpose of the task.  Use a separate copy of the worksheet for each duty.

DUTY:
Integrate the community with the University’s programs
 12  % of Time
	TASK
	

	% of Time
	

	1
	1.
	Serve as the main information source about the community for each resident
	Train.
	NO

	
	
	
	Imp.
	V

	
	
	
	
	

	4
	2.
	Participate in the Universities programs

	Train.
	NO

	
	
	
	Imp.
	I

	
	
	
	
	

	3
	3.
	Promote and encourage residents to participate in University sponsored activities
	Train.
	YES

	
	
	
	Imp.
	I

	
	
	
	
	

	2
	4.
	Be familiar and provide information on campus resources 

(Health Services, Police, etc)
	Train.
	YES

	
	
	
	Imp.
	C

	
	
	
	
	

	1
	5.
	Keep residents informed on important campus dates and deadlines
	Train.
	NO

	
	
	
	Imp.
	V

	
	
	
	
	

	1
	6.
	Keep management informed on community activities and trends
	Train.
	NO

	
	
	
	Imp.
	I

	
	
	
	
	


Importance Rating
 I
= Important
V
 = Very Important
C = Critical

TASK WORKSHEET        Job Title: 

Duty No.: 5
Use this worksheet describes the tasks associated with the corresponding duty. List the duty in order to clarify the purpose of the task.  Use a separate copy of the worksheet for each duty.

DUTY:
Create a sense of community through creative programming
 10 % of Time
	TASK
	

	% of Time
	

	3
	1.
	Assist in planning and organizing programs of various natures: social, educational, cultural, and recreational
	Train.
	YES

	
	
	
	Imp.
	C

	
	
	
	
	

	1
	2.
	Motivate residents to attend and participate in community programs

	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	3
	3.
	Submit programming reports, fliers and other materials for all events

	Train.
	YES

	
	
	
	Imp.
	V

	
	
	
	
	

	1
	4.
	Write and assist in the publication of a monthly newsletter

	Train.
	NO

	
	
	
	Imp.
	I

	
	
	
	
	

	2
	5.
	Attend and assist in all community events and directed by the manager
	Train.
	NO

	
	
	
	Imp.
	V

	
	
	
	
	


Importance Rating
 I
= Important
V
 = Very Important
C = Critical

 ELEMENT WORKSHEET

Job Title:      
Task No.:     
Use this worksheet to describe the elements associated with a task.  List the duty and task in order to clarify the purpose of the element.  Use a separate copy of the worksheet for each task.

DUTY:

% of Time

   
     
TASK:

% of Time

     
     
ELEMENTS:

% of Time

     
1.
     
     
2.
     
     
3.
     
     
4.
     
     
5.
     
     
6.
     
     
7.
     
     
8.
     
ELEMENT WORKSHEET

Job Title:      
Task No.:     
Use this worksheet to describe the elements associated with a task.  List the duty and task in order to clarify the purpose of the element.  Use a separate copy of the worksheet for each task.

DUTY:

% of Time

   
     
TASK:

% of Time

     
     
ELEMENTS:

% of Time

     
1.
     
     
2.
     
     
3.
     
     
4.
     
     
5.
     
     
6.
     
     
7.
     
     
8.
     
ELEMENT WORKSHEET

Job Title:      
Task No.:     
Use this worksheet to describe the elements associated with a task.  List the duty and task in order to clarify the purpose of the element.  Use a separate copy of the worksheet for each task.

DUTY:

% of Time

   
     
TASK:

% of Time

     
     
ELEMENTS:

% of Time

     
1.
     
     
2.
     
     
3.
     
     
4.
     
     
5.
     
     
6.
     
     
7.
     
     
8.
     
ELEMENT WORKSHEET

Job Title:      
Task No.:     
Use this worksheet to describe the elements associated with a task.  List the duty and task in order to clarify the purpose of the element.  Use a separate copy of the worksheet for each task.

DUTY:

% of Time

   
     
TASK:

% of Time

     
     
ELEMENTS:

% of Time

     
1.
     
     
2.
     
     
3.
     
     
4.
     
     
5.
     
     
6.
     
     
7.
     
     
8.
     
ELEMENT WORKSHEET

Job Title:      
Task No.:     
Use this worksheet to describe the elements associated with a task.  List the duty and task in order to clarify the purpose of the element.  Use a separate copy of the worksheet for each task.

DUTY:

% of Time

   
     
TASK:

% of Time

     
     
ELEMENTS:

% of Time

     
1.
     
     
2.
     
     
3.
     
     
4.
     
     
5.
     
     
6.
     
     
7.
     
     
8.
     
Physical Requirements / Working Conditions

Indicate how often each of the following factors are existent using this code. 

C = Constantly (more than 70% of the time)

F = Frequently (50 to 69% of the time)

O = Occasionally (20 to 49% of the time)

R = Rarely (less than 19% of the time)

N = Not applicable to this job

	Physical Demands:
	
	Lifting:
	
	Environmental Conditions:

	Standing
	R
	Less than 10 lbs.
	F
	Extreme Cold
	N

	Walking
	O
	10 – 25 lbs.
	R
	Extreme Heat
	N

	Sitting
	F
	25 – 50 lbs.
	R
	Temperature Changes
	N

	Lifting
	R
	50 – 100 lbs.
	N
	Humid
	N

	Carrying
	R
	Over 100 lbs.
	N
	Noise
	N

	Pushing
	R
	
	
	Vibration
	N

	Pulling
	R
	Work Hazards:
	
	Wet
	N

	Climbing
	R
	Mechanical
	N
	Inside Work
	F

	Balancing
	N
	Electrical
	N
	Outside Work
	O

	Stooping
	N
	Fire
	N
	
	

	Kneeling
	N
	Chemical
	R
	Consequences of Error:

	Reaching
	N
	Weather
	N
	Life
	N

	Handling
	N
	Height
	R
	Injury
	R

	Feeling
	N
	Explosives
	N
	Monetary
	R

	Talking
	F
	Radiation
	N
	Property
	R

	Repetitive Motion
	R
	
	
	Inconvenience
	N

	Eye, Hand, Foot Coordination
	
	Supervision Exercised:
	Other Factors (specify):

	
	
	Number Supervised
	N
	
	

	Personal Demands:
	
	Hiring
	N
	
	

	Overtime
	N
	Firing
	N
	
	

	Shift Work
	N
	Evaluating Work
	N
	
	

	Split Shifts
	N
	Assigning Tasks
	N
	
	

	Repetition
	O
	Training
	N
	
	

	Travel
	N
	
	
	
	

	On-Call
	O
	
	
	
	


Other Physical Requirements / Working Conditions not listed above (be specific): 



This description is intended to describe the primary purpose of the job, it may not be inclusive of all duties and/or job assignments.  This describes the way this position currently performs the job duties and does not address the potential for accommodations, which would be addressed on a case by case basis.

MINIMUM QUALIFICATIONS WORKSHEET

Job Title: Resident Assistant
Organization: University Pines Apartments
Supervisor: Ole Madera

	Competencies
	Tasks Which Require This Competency

	Classification as a student in good standing at the University

	

	Maintain a minimum of a 2.5 GPA each semester

	

	30 credit hours completed at the time of application

	

	Be able to successfully pass a criminal background check

	

	Be able to successfully pass a drug screen

	

	
	

	
	

	
	

	
	

	Preference will be given to applicants with the following competencies
	

	
	

	Previous experience as a Resident Assistant

	

	Planning, organizational, leadership and mediation skills

	

	
	

	
	

	
	

	
	

	
	


Signature:__________________________________________________Date:__________________

Job Description

Job Title:       Resident Assistant
General Statement of Duties:       Responsible for the development of the community and each resident under their care and supervision.  The position will require the employee to be a known, visible, and active resident within their community in order to enhance the quality of life and education of the residents.  The basic expectations include communications between the residents and management, implementation of company policies, procedures, and regulations, participation in any phase of the operation of the facility as assigned by management.  The resident assistant is expected to provide leadership to all residents and assist in the planning of social activities that will make the group living experience a success.  The resident assistant is to maintain confidentiality at all times and should never discus any issues with anyone other than personnel having a professional need for the information.
Supervision Received:       House Director, Property Manager
Supervision Exercised:       Responsible for 30 to 50 residents
Typical Physical Demands:      Mostly general office environment, occasional outside walking involved.
Typical Working Conditions:      Indoors and occasional outdoors on paved paths
Typical Salary: Starting $3,250 + housing per year          Maximum $3,250 + housing per year
Essential Tasks: 

1. 
Administrative tasks
2.       Know and enforce rules governing student residents
3.       Maintain an environment conductive to education
4.       Integrate the community with the University’s programs
5.       Create a sense of community through creative programming
     
Knowledge, Skills & Abilities:      Planning, organizing, leadership and mediation skills. Ability to work well within a diverse community of traditional as well as non-traditional students
Education:      Must have completed 30 credited college hours
Experience:      Good standing with University, Minimum 2.5 GPA
Certificate/License:      N/A
Alternative to Minimum qualifications:      N/A
Job Announcement

	Job Safety Analysis
	Job:       Hanging decorations
Title of person who performs the job:
     
	Date:       
Analysis By:  Toby Wilkerson

	Supervisor:       
	Department:       Office
	Reviewed By:       

	Required and/or Recommended Personal Protective Equipment:      
     
	Approved By:       

	Sequence of Basic Job Steps
	Potential Accidents or Hazards
	Recommended Safe Job Procedure

	1. Set up ladder
2. Have co-worker hold ladder
3. Climb ladder as suggested
4. Hang decoration
5. Descend ladder as suggested
	1. Falling off ladder
2. Dropping item to be hung
3. Getting pinched while folding ladder
4. Straining back while lifting ladder
	1. Follow all instructions on how to properly ascend and descend ladder
2. maintain a firm grip on item
3. Make sure for fingers are not in the way of moving parts of the ladder
4. Always lift with your legs



DOT Listing

CODE: 045.107-038[image: image2.png]


 
TITLE(s): RESIDENCE COUNSELOR (education) alternate titles: counselor, dormitory; dormitory 

supervisor; head resident, dormitory Provides individual and group guidance services relative to problems of scholastic, educational, and personal-social nature to dormitory students: Suggests remedial or corrective actions and assists students in making better adjustments and in planning intelligent life goals. Plans and directs program to orient new students and assists in their integration into campus life. Initiates and conducts group conferences to plan and discuss programs and policies related to assignment of quarters, social and recreational activities, and dormitory living. Supervises dormitory activities. Investigates reports of misconduct and attempts to resolve or eliminate causes of conflict. May interview all dormitory students to determine need for counseling. 
GOE: 10.01.02 STRENGTH: S GED: R5 M4 L5 SVP: 7 DLU: 77
CODE: 187.167-186[image: image3.png]


 
TITLE(s): RESIDENCE SUPERVISOR (any industry) alternate titles: adviser; chaperon; cottage parent; 

house manager Coordinates variety of activities for residents of boarding school, college fraternity or sorority house, care and treatment institution, children's home, or similar establishment: Orders supplies and determines need for maintenance, repairs, and furnishings. Assigns rooms, assists in planning recreational activities, and supervises work and study programs. Counsels residents in identifying and resolving social or other problems. Compiles records of daily activities of residents. Chaperones group-sponsored trips and social functions. Ascertains need for and secures services of physician. Answers telephone and sorts and distributes mail. May escort individuals on trips outside establishment for shopping or to obtain medical or dental services. May hire and supervise activities of housekeeping personnel. May plan menus. 
GOE: 11.07.01 STRENGTH: S GED: R4 M3 L4 SVP: 6 DLU: 77
O*NET Listing
39-9041.00 - Residential Advisors
Coordinate activities for residents of boarding schools, college fraternities or sororities, college dormitories, or similar establishments. Order supplies and determine need for maintenance, repairs, and furnishings. May maintain household records and assign rooms. May refer residents to counseling resources if needed.

Tasks

· Enforce rules and regulations to ensure the smooth and orderly operation of dormitory programs. 

· Provide emergency first aid and summon medical assistance when necessary. 

· Mediate interpersonal problems between residents. 

· Administer, coordinate, or recommend disciplinary and corrective actions. 

· Communicate with other staff to resolve problems with individual students. 

· Counsel students in the handling of issues such as family, financial, and educational problems. 

· Make regular rounds to ensure that residents and areas are safe and secure. 

· Observe students to detect and report unusual behavior. 

· Determine the need for facility maintenance and repair, and notify appropriate personnel. 

· Collaborate with counselors to develop counseling programs that address the needs of individual students.
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