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Wagner College
Conference Staff Job Description


Summer Conference Student Staff Responsibilities (14 positions available)
External and Summer Programs operates as a revenue-generating department of Wagner College. During the summer months, when students do not occupy the residence halls, the College rents campus space to outside groups. 

Student staff responsibilities include:
· Conference employees are expected to be responsible, courteous, punctual and reliable. 
· Making and stripping of beds 
· Checking and replacing desk lights
· Checking and replacing standing lamps for each room
· Checking for general work orders (properly functioning A/C, outlets, blinds, etc)
· Posting all information in rooms/lobbies
· Setting up and breaking down chairs and other equipment for events all over campus
· Desk attendant duties (including guest relations, general information, directions from 7am-5pm) – Harborview Hall & Guild Hall
· Housekeeping Duties:
· Make sure all furniture is present and functional
· Remove dirty linens/towels, organize fresh linens in supply room, inventory
· Account for all dirty linens & towels for each room
· Light cleaning of guest rooms (removing miscellaneous garbage)

Requirements:
· Attend an initial training session and staff meeting from May 24th – May 28th (included in summer employment dates) 
· Assist with student check-in and check-out
· Serve as an on-call overnight resource for the visiting groups over the summer months
· Must be a Wagner Student for the Fall 2010 semester
· Must live in Wagner College Summer Housing located in Harborview Hall for the duration of employment
· Applications must be received by Friday, April 9, 2010 by 4pm in the Office of Residential Education
· Must participate in an interview process during the weeks of April 12 – April 16
· Employment dates are May 24th –August 6th, 2010
· Must be available to work for the entire summer housing term (brief vacations may be arranged with PRE-APPROVAL from Resident Director)
· Must be able to work at least 30 hours per week. Specific work hours will be scheduled at the start of the summer. All staff are expected to work some weekends and evenings. 
· Students who will be attending class need to inform the Office of Residential Education while applying for Summer Conference Employment.  Please be upfront about any potential summer employment conflicts (internships, family vacation, other employment, etc) and taking classes.  If you are not up front you can be declined permission to take a class, a vacation, or work another position.
· MUST BE EXTREMELY DETAIL ORIENTED when inspecting rooms prior to placing summer guest. Make sure the room is PERFECT or as much as your resources can allow

Compensation:
· Free room for the summer – this includes a space in a double room or single room based on availability.  
· $7.25 an hour with a guaranteed 10 hours a week and the possibility of up to 30 hours per week.  Meals not included.  
· Weekly paychecks are to be picked up at the cashier’s window on Wednesdays in Cunard Hall.  Your first pay check may take up to 2 weeks to arrive.
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	Wagner College
Conference Services Application
(Due by April 9, 2010 at 4pm to the Office of Residential Education)



	STUDENT INFORMATION

	NAME
(LAST, FIRST, MI)
	

	WAGNER ID
	
	GENDER
	
	MALE
	
	FEMALE
	
	TRANSGENDER

	CURRENT HOUSING ASSIGNMENT
	
	PHONE NUMBER
	

	WAGNER E-MAIL
	
	MAJOR(S)
	

	CURRENT CLASS YEAR
	
	CREDITS EARNED
DO NOT INCLUDE CURRENT SEMESTER
	



*please type and attach a separate sheet with answers

Were you a Summer Conference worker in the past? (please circle one)         			Yes 	      No


Have you worked for an office on the Wagner College Campus before? 
(i.e. desk attendant, admissions worker, etc.)  (please circle one)         				Yes 	      No

If so, where?

What prior experience do you have working with student groups and/or hotel management?





What skills can you bring to this job?





Why do you want to be on the Summer Conference Staff?





What outside obligations do you have for the summer? (i.e. classes, internships, work, vacations, etc.)
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