The University of South Florida St. Petersburg 
Department of Residential Life and Housing
Live Off Student Staff (Orientation Leader) Position Description 

2010-2011
The Live Off Staff Assistant (SA) is a part-time student staff position (minimum 20 hours per week). The SA is a member of the Department of Enrollment & Marketing Services/ Department of Residential Life and Housing student staff and assists with office responsibilities in the Orientation Office.  
The SA is supervised directly by the Director of Orientation and/or the NODA Intern and, indirectly, by other professional staff within the Facility Director/Residence Life Coordinator (Director) and/or Residential Life Intern and and/or Auxiliary Services in Student Affairs.  The SA is required to participate in a variety of meetings as well as interact with the Enrollment & Marketing Service staff on a daily basis. 

The role of the SA is broad. Individuals must also be able to represent USFSP in a positive fashion. A vast knowledge of USFSP and the ability to articulate the great aspects of attending school here is necessary
DESCRIPTION OF DUTIES: 

Housing Specific
A. Attend regularly scheduled staff meetings and individual (1-on-1) meetings as scheduled by the supervisor. These meetings will be scheduled at various times and days of the week. Each applicant/candidate must have flexibility in their course schedule to accommodate these required staff meetings.  

B. Attend training sessions arranged by the supervisor, the Director and/or other professional staff.  
C. Assist in student check-in and check-out processes, including all required administrative paperwork, customer service and standard practices for resident students as well as guests, visitors and conference groups (where applicable). 
D. Assist with conference and special guest check-in processes at the Residence Hall.

E. Attend and participate in Welcome Week and other such university-wide events/activities in the residence hall throughout the semester and in particular at the beginning of and during each semester.  
F. Participate in committees as assigned. 

G. Implement, with the guidance of the professional staff, and enforce policies and procedures of the 
Department of Residential Life and Housing, the University of South Florida St. Petersburg, and the State of Florida. 

H. Perform all expected duties of the SA job and additional duties as assigned or related to community development by the supervisor and/or Director and/or other departmental staff. 

Orientation Specific

A. Group Leader for 15-20 incoming freshmen and transfer students.  Group leader during parent orientation. As a group leader, the student will create and produce presentations for Orientations, and facilitate small group discussions amongst participants.
B. Assist the supervisor in various capacities, including staffing the orientation office (especially in the event of staff shortages/paraprofessional staff not available for shifts), staffing events such as Open House, Prospective Student Outreach/Admissions Tours, VIP tours, tours hosted by SA s and other university/departmental staff, and other such university events.

C. Providing lock-out services during orientation (for accurate key control all keys will be safe guarded and used according to guidelines), assisting in delivery of Residential Life and Housing, Auxiliary Services and Student Affairs documents.
D. Serve as an appropriate role model by following policies and procedures, accepting and completing assigned responsibilities, and encouraging participation in University Housing, and USFSP activities. 

E. Know campus layout, and be able to lead a thorough informative tour of facilities, colleges, and USFSP as a whole.
F. Participate in the evaluation process of the orientation program.
G. Live in the Residence Hall the evenings of overnight orientations.

H. It is mandatory to work 8 hours per week in the Orientation Office. 
I. Work spring transfer orientation dates in December 2010 and January 2011.
QUALIFICATIONS: 
A. Applicant qualifications for this position include: 

B. Registration as a full-time, USFSP, degree-seeking student for each semester of employment. Student staff members MUST register during pre-registration/academic advising to be eligible for employment for the upcoming semester. Applicants with undergraduate student status must be registered for at least 9 credit hours per semester, not to exceed 17 credit hours per semester (more then 15 credits requires periodic assessment sessions with the supervisor).  Must be a student at USFSP for a minimum of one semester. 

C. Be in good academic standing with the University. This is defined as a cumulative USFSP GPA of 2.5 for undergraduate students during the term of employment.  Grades from other universities are not calculated into the cumulative USFSP GPA.  SA s failing to meet any of these academic requirements during any one semester will be placed on academic probation or terminated.  SAs who fail to meet any of these requirements for two consecutive semesters will be terminated.  
D. Availability for the entire summer.  This may include holidays and some weekend availability
E. Availability to attend all Staff Assistant Training, Staff on-going training (in-service or SA Leadership experiences) and other training sessions deemed necessary by the supervisor.  SA staff meetings will be scheduled by the Professional Staff.  All staff meetings will occur at a time/date determined by the staff and appropriate for the schedule of the supervisor and/or Director.  Each applicant must have flexibility in their course schedule to accommodate these staff meetings. 
· Retreat February 19
· February 26

April 16
· March 5

April 23
· March 19

April 30
· March 26

May 14
· April 2

May 21
· April 9

Plus additional trainings when deemed necessary
· Orientation Dates

· June 17-18
· June 30-July 1

· July 12-13

· August 2-3

· Plus additional transfer dates to be determined
G. Be in good standing with the University of South Florida South Florida St. Petersburg and the Department of Residential Life and Housing (i.e. no judicial probation, outstanding financial obligations, University sanction status, etc.). 

H. Effective communication, leadership, and organizational skills.  This includes, checking and responding to mail or notices received via the SA s University electronic mail account, the residence hall mail box and the SA staff mailbox on a daily basis.
I. A respect for, and appreciation of, the diversity of the University Housing population, including; facilitating programs which promote academic success, healthy personal choices, valuing differences and various aspects of diverse populations, self awareness, citizenship, integrity, and promotion of mature positive relationships in a community environment.   

J. A willingness to work daytime, evening, and weekend hours as scheduled, including hours during holidays and between academic terms. 

K. A willingness to report for staff training, to report as instructed.
EMPLOYMENT INFORMATION: 
A. 
The SA is expected to work at least 8 hours per week. Due to the nature of the position, some weeks may require many more hours, and other weeks will require less.  You will be working a salaried position.
B. 
Students appointed to this position must be eligible, in advance of the start date, to complete the Student Employment sign-in process with their supervisor and after that session, with Human Resources.  Initial employment and/or continued employment are contingent upon completion of this sign-in process. To complete this process, students must produce an original Social Security card and a picture ID (i.e. Driver’s License) or other state issued ID and a voided check to the supervisor a minimum of one month prior to the first day of work/staff training.  International students must also include a copy of appropriate work permit information upon accepting a position
C. 
The first paycheck may take two-to-six weeks, or longer, depending on when the proper ORIGINAL documents were provided to Human Resources professional staff by the applicant and the sign-in process was completed. 

D. 
Applicants should be aware financial aid may be affected by the compensation of the SA position. All applicants are advised to check with the Financial Aid Office to determine the extent to which their financial aid package may be influenced by employment as an SA. 
E. 
The SA may be placed on probation and/or terminated for noncompliance, loss or misuse of keys or equipment, poor performance of job responsibilities, and/or failing to meet the academic requirements.  Florida is a right to work state.  In the case of termination any University Housing and/or other charges accrued will be paid by the SA.  
F.
Reappointment is not automatic and is dependent upon the results of on-going positive performance appraisals and meeting the GPA requirement.  SAs will be required to complete a re-application process.  
G.
Participation in student teaching, a co-op position, or internship is permitted only with prior approval by the Department and will be approved on a limited basis depending on staffing and duty rotation issues. Requests must be made in advance of accepting a position and should be noted during the time of application/re-application.

H.
Activities outside of academic course work may not interfere with the responsibilities of the SA position.  SAs are limited to 20 hours of outside activities or commitments per week. These limitations apply to committees, clubs, athletics and employment outside of this position, both on and off campus.  The Supervisor has the right to deny any outside commitments.  SAs must get the approval of their supervisor before beginning or continuing any outside commitments.
I.  
Any requests for special consideration/accommodations must be made prior to acceptance of the position offer.
J.
As a professional courtesy, Staff Assistants should demonstrate a willingness to provide a minimum of two week’s notice (in writing) to their supervisor prior to resigning employment.  
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