


1. Oversee the day-to-day operation of a residence hall(s) including staff 

training and supervision, programming, counseling, discipline, facilities 

and administrative tasks. Manage building operational functions, such as 

facility walk-throughs, damage assessment, reporting and billing, 

maintenance requests, hall openings and closings. Work closely with 

maintenance and custodial staff members. 

2.  



projector, photocopy machine, and telephone.  Uses standard office equipment such as a 

stapler, staple remover, and scissors. 

 Demonstrates a basic knowledge and skill of maneuvering within a Microsoft Windows 

environment including Windows-based software applications such as Microsoft Word and 

Microsoft Excel.  Demonstrates proficiency in Microsoft Word, Microsoft Excel, and 

Microsoft Access for creating reports and documents.   
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