Iowa State University

Department of Residence Conference Services

summer Conference staff

Job Description and requirements - 2022
During the summer, the Department of Residence and ISU Dining provide dining services and housing in our residence halls and apartments to a wide variety of conference groups such as:  youth sports camps, academic and educational workshops for adults, ISU Orientation, 4-H, Special Olympics Iowa, and Odyssey of the Mind World Finals, etc.

Approximately eighteen Summer Conference Staff (SCS) are responsible for providing front-line quality service to customers living in the conference housing areas.  SCS are supervised by six student Conference Coordinators (CC’s) who are supervised by the Conference Manager and Assistant Conference Manager for the Department of Residence.
General Responsibilities and Expectations:

The position entails a wide variety of responsibilities.  All staff members will alternate between working at the summer conference desks and serving as an overnight live-in contact for younger conference groups.  You will have the following general responsibilities and expectations:

· Professionally represent the Department of Residence Conference Staff.
· Fully participate in staff orientation, training, and on-going summer training programs.
· Provide courteous and efficient service to conference sponsors, guests, and fellow staff.  
· Serve as a knowledgeable resource to conference participants, parents, and staff concerning services available within the Department of Residence, on the ISU campus, and within the Ames community.

· Maintain proper use of facilities, requesting and noting maintenance and custodial concerns as needed.

· Attend and actively participate in weekly staff meetings throughout the summer.

· Assist with other tasks as assigned by supervisors.

Working at a Conference Desk:

Conference Desks providing guest services are operated by SCS under the supervision of the Conference Coordinators.  Our summer conference desks are typically open for guests between 7:00 a.m. through 10:00 p.m. seven days a week, with staff scheduled from 6:45 a.m. until 10:15 p.m.  However, there will be occasional conferences that require our desks to be open either slightly extended hours or 24 hours a day. You will be scheduled within these hours to work at the desk and expected to:
· Check conference guests in and out and answer questions.

· Prepare keys for check-in and check-out times.

· Perform cash handling and credit card procedures.

· Check out equipment and provide sales as needed for conference groups.

· Respond to telephone calls.

· Perform other administrative duties as assigned, such as making signs, filing, computer data entry, running errands, etc.
Live-In Contact for a Youth Group:

All staff members (whether living on or off-campus) will periodically be assigned to sleep over in designated areas to provide live-in staff coverage in areas where younger conference members are living (or to provide a presence when only adult groups are in the area).  You will need to:
· Be a presence in the assigned area and sleep over in the designated staff room from 9:15 p.m. in the evening until 7:00 a.m. the following morning.  SCS typically sleep after the last inspection rounds of the area are completed and guests have settled in.
· Meet with conference sponsors and provide an orientation speech to youth participants, explaining rules and behavior expectations.

· Assist conference participants and guests with interpreting and complying with residence hall rules and expectations.

· Contact the on-duty Conference Coordinator and/or full-time residence life staff in emergency situations, and assist them as directed.

· Perform check-in and check-out responsibilities outside of the conference desks as needed.

Requirements
Eligibility
· You must be a registered student at ISU for Spring Semester 2022 and also be registered for classes for either Fall Semester 2022 or Summer 2022.
· You must have completed at least one full-time college semester and have at least a 2.25 cumulative GPA to apply.

· Your ISU judicial record will be considered.

· You need to either be present on the ISU campus for interviewing or allow for other means of interviewing.
· All offers of employment, oral and written, are contingent upon the university's verification of credentials and other information required by federal and state law, ISU policies/procedures, and include the completion of a background check.
· Iowa State University does not discriminate on the basis of race, color, age, ethnicity, religion, national origin, pregnancy, sexual orientation, gender identity, genetic information, sex, marital status, disability, or status as a U.S. veteran.  Inquiries can be directed to the Assistant Director of Equal Opportunity and Compliance, 3280 Beardshear Hall, (515) 294-7612.
Time Commitments

· There will be a required orientation session during spring semester to meet fellow staff members, supervisors, and cover some basic expectations and orientation materials. Make-ups will be scheduled for those with evening class conflicts.

· You must be available to work between 30-40 hours or more per week.  Any extra hours beyond 40 per week are paid at time and a half.  We estimate a summer average range of 30-40 hours per week with some exceptions:
· For SCS, job responsibilities will end approximately mid-August.  Some earlier departures may be considered.
Classes/Other Jobs
· The times of day you are scheduled will vary and will include some weekend responsibilities. Staff may take classes per summer session if you obtain prior approval from the appropriate Conference Coordinators, taking summer classes at ISU is not a requirement for this position.

· It is not usually possible to hold a second job due to the changing work schedule.  You must have prior approval from the summer conference supervisory staff to hold a second job.
Compensation & Housing/Dining
· Salary is paid twice a month, two weeks after the payroll period has ended.

· SCS pay is $11.00 per hour with housing included in designated Frederiksen Court apartments, and a 40-meal plan block for residence hall dining centers and $400 Dining Dollars for the summer. Staff currently living in the residence halls who take the Frederiksen Court apartment option will be allowed to remain in their residence hall room until they move to Frederiksen Court. Note:  the housing option and Dining Dollars are reported as taxable income.

· SCS choosing not to take the housing option will receive $11.75 per hour and the same meal plan and Dining Dollars.  Note:  the Dining Dollars are reported as taxable income.
· Staff who worked a previous summer as SCS will receive an additional $.25 per hour to the base salary.

Application Process

· If your application is selected, you will be contacted by Friday, March 13, 2022, to schedule an interview.

· If you have any questions, please feel free to contact the Conference Services Office in 1243 Friley at (515) 294-8384 or e-mail us at conferences@iastate.edu.  We will be happy to help you!  Thank you for considering the position of Summer Conference Staff.
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