Head Resident Job Description

Job Title 


Head Resident, SJSU International House
Supervised By

SJSU International House Director

Position Summary 
Assume responsibility for the operation of the International House weeknights and weekends in the absence of the Director and Community Operations Manager. 

Direct staff and students in case of emergency.
Interact positively with residents to ensure pleasant, inviting, and safe home atmosphere.  
Act as role model, friend, and advisor.  
Take lead role to coordinate and participate in special activities and events during the semester. 

Assist Resident Advisors and resident leaders to plan activities and support residents.  Participate in social activities, special events, and floor meetings held throughout the year. 
Supervision
In absence of Director and Office Manager, supervise 4 Resident Advisors, Grant-In-Aide staff, and 71 residents of the International House.

Remuneration
Room and Board (7 day meal plan).  Single room on 3rd floor or double room on 2nd floor as preferred.
Qualification
Applicants must have previous experience living and/or working with international students in a university setting.  Preference will be given to applicants with the following qualifications: (1) international group living experience, (2) campus residence life experience or the equivalent, (3) cross cultural experience, (4) leadership experience, (5) experience in handling emergency situations, and (6) experience in handling cross-cultural conflicts. 
Application Process
All interested SJSU students, International House residents, and former International House residents can pick up applications in the I-House Office, located at 360 South 11th Street, San Jose, CA 95112, (408) 924-6570.  

Prefer minimum one year commitment. The position may be extended as agreed upon by the Director and Head Resident.  Applications should be turned in in person to the office.  We will accept applications until the position is filled. 
SPECIFIC DUTIES, HEAD RESIDENT, SJSU INTERNATIONAL HOUSE
Availability

· Be present and accessible to residents and staff most nights from 6:00P.M. To 11:00 p.m. and most weekend days; in residence most nights from 11:00P.M. to 8:00 a.m. Coordinate vacation times with Director and communicate nights away in advance.

· Attend weekly RA meeting

· Attend dinner in the I-House Dining Room several times each week from 5:30 P.M. to 7:30 P.M.  Cover one breakfast shift per week from 8:00 a.m. to 10:00 a.m.  Communicate with DC Staff during meals concerning quantity and quality of food, and cleanliness of kitchen and Dining Room

· Participate fully in RA Orientation and Training prior to commencement of each semester.

Emergencies

· Coordinate all emergency procedures when Director and Community Operations Manager are not present.

· Have CPR and First Aid Training.

· Handle emergency equipment including fire extinguishers, fire alarms, and sprinkler system as necessary.

Maintenance

· Assume responsibility and contact appropriate technicians for repair of machinery, electrical, plumbing and emergency equipment when Director and Community Operations Manager are not available.

Activities

· Attend most special events for residents 

· Coordinate special events
· Attend Student Council meetings and act as liaison to Student Council, presenting needs and interests of residents to the Director, and representing the Director’s position to residents.  Provide direction to Student Council officers as appropriate.
· Work with Resident Advisors and residents to develop Newsletter each semester.

· Coordinate some social activities for residents and support RAs and residents to plan other activities.
Facility

· Aid RAs with Check-in/out of residents during busy periods.

· Coordinate set-up/clean-up of facility for conference use before and after special weekend/evening events.

KNOWLEDGE, SKILLS, ABILITIES REQUIRED

· Communicate cheerfully and positively with people having different levels of expertise in English and a wide variety of ethnic, religious and cultural backgrounds.

· Exhibit willingness to share information regarding interactions with, and observations of, residents

· Ability to respond quickly and calmly to emergency situations. Handle and supervise use of emergency equipment.

· Establish and maintain a cooperative working relationship with staff, residents, and visitors.

· Exhibit and encourage high and positive energy in activity planning and interactions among staff and residents.  

· Balance duties as Head Resident with academic requirements. Prioritize Head Resident responsibilities above all non-academic commitments.
SJSU INTERNATIONAL HOUSE

HEAD RESIDENT APPLICATION
Begins January 2016
Application Deadline:  Monday, October 19, 2015 by 12:00 noon
NAME: ______________________________________________________________________
                        Last                 

  First             

Middle


          

STUDENT I.D. NUMBER: ___________________
E-mail__________________________
PERMANENT Address:

________________________________________________________________________

  ________________________________________________________________________  

TEL: __________________

For non-residents, please write your local address (Where you can currently be reached):

______________________________________________________________________

_______________________________________________________________________  

TEL: __________________

Essay Questions
Please answer on another sheet of paper.

1. Write a brief autobiography concentrating on group leadership, intercultural and group living experiences, and your personal hobbies, interests and passions.

2. As a Head Resident, you will be a part of a seven-member staff team.  What unique contribution(s) can you make to this group?
EDUCATION AND ORGANIZATIONS

Languages you have studied; languages you speak: ___________________________________

_____________________________________________________________________________

Class status next semester: ________________ Major: ______________ Minor: _____________

GPA last semester: ________________ Overall GPA: ____________________
Other colleges/universities attended: ________________________________________________
JOB REQUIREMENTS: 

1.  Do you agree to devote many of your evenings per month to hold this position?   

Yes □     No □
2.  Do you agree to return to campus one week before the opening of the International House Spring semester (Saturday, January 9 for Spring 2016) and two weeks before the opening for Fall semester for staff orientation and training?
Yes □     No □
3.  Do you agree during orientation and training that you will have no academic or work commitments or family responsibilities to interfere with orientation and training?  
Yes □     No □
4.  Do you agree to give this position priority over other areas of activity with the single exception of your academic work?   
Yes □     No □
5.  Would you object to being evaluated by the residents?   
Yes □     No □

6.  Is there any reason to keep you away from campus (especially weekends) such as family responsibilities, girlfriend/boyfriend, etc?   
Yes □     No □
If yes, please explain:
      

7.  Are you likely to need to work part-time next year?  
Yes □     No □  
8.  Do you agree to take no more than 12 units (undergrad) or 9 units (grad) except with the approval of the Director?    
Yes □    No □

9.   In which Clubs and Activities do you plan to participate next year?


_______________________________________________________________________


_______________________________________________________________________

REFERENCES

Please provide two (2) written references including one from a faculty or staff member who is not associated with the I-House and one from a peer (who is not a current I-House Staff Member).  References must be submitted to the office by Wednesday, October 21, 2015.
Head Resident application for the academic semester Spring 2016
Application Deadline:  Monday, October 19, 2015 by 12:00 noon
_____________________________________
              _____________________

          Signature



       Date of Application
