Car()lina Office Assistant Job Description

2024-2025

Mission

Carolina Housing works to provide convenient housing that is secure, inclusive, and supportive. Students create a home in
our on-campus communities, build life-long friendships and develop skills for their current and future successes as they
journey through their Carolina experience.

Philosophy

Community Immersion is the philosophy that each student’s journey at Carolina is unique. It is therefore important that
our staff’s focus with residents is more one-on-one, connecting students with their community, with the campus, and
with opportunities that expose them to all that is available at Carolina. It is the way in which we directly engage residents,
sharing in their successes and assisting with their concerns and challenges. In short, it is mentorship. This, in turn, leads to
greater student success.

Office Assistant Position

Office Assistants (OAs) work to create a welcoming on-campus housing environment that promotes personal
development, citizenship, involvement, and leadership through the practice of Community Immersion. OAs serve as a
resource for students in their community as well as a role model at UNC Chapel Hill. OAs are assigned to traditional
residence halls, suite style complexes, or apartment buildings and are supervised dually by a Community Director (CD) and
Community Manager (CM).

Hours of work vary based on the needs of the department and community. This includes daytime, nighttime, weekend,
and special events. For example, this may include Halloween, sporting events, inclement weather, training, opening,
closing, staff selection, university emergencies, and unforeseen circumstances. OAs are also required to attend all training
days in the Fall and Spring semester which will be communicated in advance in order for staff to accommodate.
Additionally, OAs are required to work during Opening, Closing, Well-Being Days, Thanksgiving Break, Winter Break, Spring
Break and Spring Semester/Commencement. After providing a schedule of availability, a supervisor will determine the
specific work schedule. All leave time must be approved by their supervisor.

This job description is meant to provide an outline of critical job functions of the OA position and is not an all-inclusive
list. Throughout the course of the year there will be times where staff will be called to service based on the needs of the
community that may not be outlined in a job description. OAs agree to meet and abide by the standards described in this
document; the Letter of Appointment; the Student Staff Ethical Principles; the Community Living Standards; the Housing
Contract; the expectations communicated by Carolina Housing during trainings and by their supervisor; University
policies; and State and Federal Laws.

Essential Functions
Administration
e Prepare and participate in all meetings and trainings (ex: OA meetings, training, 1:1 meetings with CM and/or CD,
etc.)

e Demonstrate proficiency and understanding of office procedures

e Demonstrate proficiency, understanding, and appropriate use of the keys system (ex: ethics, security, inventory,
flex passes, audits, check in/out procedures, etc.)

e Demonstrate proficiency, understanding, and use of Carolina Housing systems (StarRez, Maxient, Advocate,
FixMyRoom, Microsoft Teams, etc.)

e Demonstrate responsibility and professionalism when carrying out duties (ex: locking key box, closing office and
posting signs when office is closed)
e Demonstrate proficiency and responsibility when checking in/out enhancement items to residents



e Time management (ex: attendance/timeliness for meetings, trainings, desk shifts, etc.)

e Report and respond immediately to facility and safety/security needs when necessary

e Task/Project Management

e Proficient use, and maintenance of relevant office equipment (i.e. copier, phone, computer)

e Complete necessary inventories (ex: no show report, keys, enhancements, opening and closing inventories, etc.)
e Maintain and read office log

e Turn in paperwork by the given deadline

Communication
e Excelin verbal and written communication

Demonstrate appropriate use of technology (ex: social networking, texting, etc.)

Create and maintain a customer centered environment when working in the office

e Educate students on Housing procedures including, but not limited to safety and security guidelines, Community
Living Standards, recycling, mail and package distribution and assignments processes

Departmental Initiatives & Vision
e Demonstrate a commitment to creating a welcoming community (ex: language, awareness, programming,
campus wide trainings/events, etc.)
e Serve as a positive role model for residents and fellow staff members

e Be visible and approachable in the community

e Facilitate relationships among residents

e Foster a welcoming hall environment

e Create and maintains positive working relationships with housing partners (ex: Housekeeping, Maintenance, and
Public Safety)

e Maintain security and ethical use of all passwords, codes, and student information

e Preserve the confidentiality of personal information about students and staff obtained in the course of
employment. FERPA (ex: rosters, key cards, student photos and information in StarRez, etc.)

Desk Duties & Customer Service
e Schedule appointments and accurate use of calendars

e Maintain approachability to residents

e Demonstrate initiative (ex: self-starter, actively look for solutions)

e Maintain and facilitate positive relationships with RAs, OAs, LT, residents, and Housing Support

e Maintain a positive and team-oriented attitude towards the community, staff, and department

e (Clean and organize office during shift to maintain a professional office area

e Treat students and staff with courtesy and respect

e Answer telephone appropriately

e Play work appropriate music in the lobby while on shift

e Follow up on items that are returned late to desk (i.e. keys, enhancements)

e Respond to all questions, inquiries, and comments efficiently and effectively

e Make appropriate referrals

e Serve as a Mandated Reporter during work hours (obligated to report all violations of the Community Living
Standards, State and Federal law, as well as cases of sexual misconduct, sexual assault, and sexual harassment to
supervisor)

Qualifications



e Students applying to this position must meet the following qualifications starting at time the employment
application closes, during the applicant’s candidacy and throughout the tenure of employment. All
employees/applicants must:

o Maintain a cumulative GPA of 2.0 or higher at the time of appointment and throughout employment and
be in good conduct standing with Carolina Housing (i.e. not having an active sanction of housing contract
probation or higher; not having an overdue sanction).

o Maintain good financial standing with the University and with Carolina Housing.

o Notify their direct supervisor in writing, regardless of intent to appeal, upon receiving a referral for a
University violation (i.e. Honor Code, Alcohol Policy, the Policy on Prohibited Discrimination, Harassment,
and Related Misconduct), conviction of a crime, or responsible finding for violating any University policy.
Carolina Housing has the right to take employment action, up to and including termination, based on this
information.

e Students applying to this position must meet the following qualifications starting on the first day of employment
throughout the tenure of employment. Employees must:

o Maintain enrollment as full-time students and cannot be employed on a permanent, full-time basis
anywhere, and must not otherwise occupy a classified employment position with the University. Student
staff are “at will” employees, are not eligible for layoff priority employment or severance pay and may be
terminated at any time without additional compensation. A lapse in student status occurs during breaks
(winter and summer) when an employee is not enrolled in courses. This lapse does not affect
employment eligibility, though it may subject the employee to FICA tax deductions.

o Each OA should strive to maintain a balance not only with the role but with their personal and academic
lives. OAs are encouraged to take part in their own development to ensure they are getting the most
from the experience. OAs can work up to 25 hours per week and should not exceed 30 hours per week at
any time. These work hours include any employment outside of the department within the University.

o Have access to a mobile phone or private land line that has an activated voice mailbox while employed
and will provide their direct supervisor with a number to this phone.

Compensation
The information below is the historical compensation for this position. Given potential legislative and other changes under

consideration, this is subject to change and will be finalized before formal offers of employment are made.
e Carolina Housing provides Office Assistants (OAs) a compensation package that includes:
e An hourly wage of $10.00 an hour paid on a biweekly schedule based on the number of hours worked
captured in the Time Information Management (TIM) system. TIM training should be completed at the
beginning of employment and hours worked should be recorded in the system each work day.
e *Carolina Housing encourages applicants and employees to consider if this compensation package will affect their

financial aid package. Please contact Scholarships and Student Aid, 962-8396 for information on eligibility for aid
and employment.



