UMKC Residential Life
Academic Assistant Application
Applications must be typed or printed and fully completed in order for the applicant to be considered for employment. Please use additional paper for a cover letter as needed. The cover letter should include the following  information: 1) Specific reasons you are applying for this position, 2) What you believe to be the most important aspect of the position, and 3) Characteristics you possess that will help you become an excellent Residential Life staff member.  You may also attach a resume in addition to filling out the application materials. Printable resource guides are available at the UMKC career services website:  http://www.career.umkc.edu/?p=resources.  

Applications are due to the Oak Place Business Office, Attention: Selection Committee, 5050 Oak Street, Kansas City, MO 64112 by 5 p.m. February 13th, 2012. Materials may also be faxed to (816) 235 – 8414.

	

	


Name:
E-Mail:
	Local Address:
	
	Permanent Address:
	

	City:
	
	City:
	

	
	
	
	

	State:
	
	State/Province:
	

	
	
	
	

	Zip/Postal Code:
	
	Zip/Postal Code:
	

	
	
	
	

	Cell Phone:
	
	Home Phone:
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EDUCATION: Record this information from your most current transcript.

Cumulative/semester grade point average
(Applicants must have a cumulative GPA of 2.5 or higher) 

Estimated credits earned by time of employment

Major(s)

Have you ever been convicted of and/or pled guilty to a felony?

Yes
 No
*All students are required to maintain full-time status (12 or more credits) while in the position and will be required to undergo a successful background and GPA check prior to a position offer being made.
WORK EXPERIENCE: List your most recent employer first.
	Company Name/Your Title
	Employment Dates
	Supervisor Name/Phone Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Continue on the next page
GROUP LIVING EXPERIENCES: List any experiences you have living in university housing and/or other group living environments. Give a brief description of the experiences and your impression of residential living.

ADDITIONAL INFORMATION: Extracurricular Activities (in group living experiences, campus, community, high school, other)
	Organization
	Position/Office Held
	Length of Involvement

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


How has your involvement in extracurricular activities assisted in your personal development?

Should you be hired as a staff member, do you intend to participate in or hold any office in any clubs or organizations at the same time? If yes, please explain.

Continue on the next page

Please describe your particular interest in the Academic Assistant position, as well as any experiences that might be relevant (Honors activities or classes in which you’ve participated, suggestions for Living Learning Community, etc.).

 
Please explain the importance of diversity within an educational community. How do you personally value and promote diversity? 


What student issues and concerns have you observed among college students in general? How might these issues affect students living in residence halls and apartments? What would you do as a Res. Life staff member to address these concerns? 


Continue on the next page
Based upon your current knowledge of the Academic Assistant  position, described the various job roles and functions. Which are areas in which you feel you excel? Which are areas you feel you have room for improvement?

Please list the three (3) people who will be completing your recommendation forms, noting their relationship to you and their contact information. It is recommended you seek reference from a current student staff member; however, it is not required. Recommendations from family or friends will not be accepted. 
	Name
	Relationship
	E-mail

	
	
	

	
	
	

	
	
	

	
	
	


By signing below I attest that all information on this application is true. I understand that the Residential Life Department may seek verification of any information provided on this application.

SIGNATURE
DATE
How did you learn about this position? Check one:

· UMKC Residential Life webpage

· Facebook Group/page

· Word of mouth

· Flyers

· Youtube video

· From a Res. Life staff member

· Other: ______________

UMKC Residential Life Student Staff Applicant
Recommendation Form

Student Name:







Position Applying For:
The student above is applying for a Residential Life student staff position at the University of Missouri-Kansas City (UMKC). Your recommendation will aid in the assessment and selection of qualified candidates. A candid evaluation of the applicant's qualifications is requested.
In addition to filling out the table below, please submit a written recommendation on the back of this document or attach an additional sheet of paper. When considering your comments and ranking for this candidate, please keep the following responsibilities for the position in your mind:
Staff members are responsible for programming and creating a cohesive community of college students. They will serve as role models and should have effective time management, study and communication skills. They will serve as a resource for their peers as well as hold their peers accountable for their actions.
Please mail your recommendation to:

Oak Place Business Office
Attention: Student Staff Selection Committee 

          5050 Oak Street
                                                                           Kansas City, MO 64112
You may also fax the form to the attention of the Student Staff Selection Committee at (816) 235 - 8414.
All recommendations must be received no later than Monday, February 13th by 5 p.m. in order for the applicant to be considered.
Thank you for your time.
Based on other individuals you know, please place an "X" in the column that best describes the applicant's:
	
	Excellent
	Above Average
	Average
	Below Average
	Poor
	No Basis to Judge

	
	
	
	
	
	
	

	Communication
	
	
	
	
	
	

	Skills
	
	
	
	
	
	

	
	
	
	
	
	
	

	Acceptance of
	
	
	
	
	
	

	Others
	
	
	
	
	
	

	
	
	
	
	
	
	

	Flexibility
	
	
	
	
	
	

	
	
	
	
	
	
	

	Leadership Skills
	
	
	
	
	
	

	
	
	
	
	
	
	

	Responsibility
	
	
	
	
	
	

	
	
	
	
	
	
	

	Self-Motivation
	
	
	
	
	
	

	
	
	
	
	
	
	

	Task Completion
	
	
	
	
	
	

	
	
	
	
	
	
	


PLEASE WRITE A STATEMENT ABOUT YOUR IMPRESSIONS OF THIS CANDIDATE AND HIS/HER ABILITY TO SERVE AS A STAFF MEMBER ON THE BACK OF THIS PAPER OR ATTACH AN EXTRA SHEET.

Printed Name/Title

Date

Relationship to Applicant
Signature
How can we contact you for further information if needed? (e-mail or phone)

	PLEASE WRITE A STATEMENT ABOUT YOUR IMPRESSIONS OF THIS CANDIDATE AND HIS/HER ABILITY TO SERVE AS A STAFF MEMBER ON THE BACK OF THIS PAPER OR ATTACH AN EXTRA SHEET.


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Academic Assistant Position Description

Position Description: The Academic Assistant (AA) is a live-in paraprofessional who has administrative and programming responsibility for the Honors Living Learning Community (LLC).  The Academic Assistant reports directly to the Residential Life Coordinator, but has responsibilities for working with the Assistant Residential Life Coordinator and Departmental Liaison for specific parts of his/her position (LLC programming, educational and wellness functions, and other activities).  The expected average time commitment for the position is 20 hours per week.  

AA responsibilities include:

· Working with the Resident Assistant (RA) to maintain a community atmosphere that is conducive to student social and academic success.

· Serving as a resource to residents.  This may include assisting LLC students with tasks specific to the community, making referrals for campus services, facilities, or activities, sending students to academic advisors, and making them aware of other UMKC personnel, functions, facilities, and activities.

· Working with students who have conflicts or problems (i.e. roommate conflicts, homesickness, adjustment to school, etc.) and knowing when and where to refer students experiencing problems.

· Working with the staff/faculty leader from the Honors program to fulfill requirements for the LLC. 

· Maintaining a presence in the building and being available to students.

· Planning educational, social and recreational programs (especially those activities that are related to the nature of the LLC) for residents of the community. 

· Enforcement of University and Residential Life policies.

· Administrative activities related to the operation of their LLC, including but not limited to processing programming paperwork, on-call duty, giving tours to prospective students, turning in reports, processing check-ins and check-outs, etc.

· Act as liaison between residents and Residential Life administration and the sponsoring department.

· Attend weekly staff meetings.

· Supporting the building Residence Hall Council (RHC) through meeting and event attendance and committee leadership.

· Other duties as assigned.

Remuneration for AA in Residence Halls: Furnished single room, a meal plan, and a stipend of $100 per month.
UNIVERSITY OF MISSOURI-KANSAS CITY

RESIDENTIAL LIFE DEPARTMENT

Academic Assistant – Academic Year


In accepting an Academic Assistant appointment, I am aware of the expectations of this position as outlined in the Academic Assistant (A.A.) Job Description, and I assume the responsibility of enhancing Residential Housing living through my example and position of influence.  It is my responsibility to concern myself with the academic and personal growth of all residents with whom I will be working.  


I will contribute to Residential Life and the University through my awareness of and concern for the total community, and I will be a positive influence in facilitating change where, through evaluation, it indicates growth.


The following conditions of this appointment have been developed.  They reflect concern for the structure within which I can effectively work.  

1. To understand that your priorities (as related to your position) must be:

A. academic classes

B. the residence hall position

C. extra-curricular activities

2. It is fully understood that student personnel work in residential housing is not easily translated into hours worked per day or week because of the nature of the work.  However, I accept the time commitment detailed below as a reasonable agreement with the University, and I recognize that I have the opportunity to discuss what I feel are serious deviations from the above with the Residential Life Coordinator.

I realize the time commitments of the position and will plan my own time to meet the expectations of the position.

A. In working toward fulfilling the responsibilities of the position, this schedule is recommended in accordance with the Fair Labor Standards Act:

The Academic Assistant will work an average of twenty (20) hours per week, for the academic year in return for which s/he will receive use of a single room and board plan and a $100 stipend.  

B. I will be available to residents in my assigned facility at least four (4) nights per week in an effort to develop community and three (3) weekends per month.  Definite times for scheduling “duty nights,” “duty weekends,” and other responsibilities are determined by the Residential Life Professional Staff. All overnights away from campus must be approved by the Residential Life Coordinator.

C. I understand that I will be required to participate in a training workshop prior to the opening of the Residential Housing fall semester, and in other pre-service and in-service training.
D. I will be expected to act as a Teaching Assistant to the Honors 100 course. 

E. I will plan to remain in my assigned facility until it closes at the end of each semester and also agree to be available during vacations if needed.  I will plan to be available during the period when the hall and/or apartment complex reopens after the semester break or vacation period.  Specific schedules for these times will be worked out with the Residential Life Coordinator.

F. I understand that I will be required to attend all Residential Life student staff meetings and Residential Housing Council (RHC) meetings.

G. I understand that I am expected to support all Residential Life sponsored activities, and to plan and execute a minimum number of programs per semester as expected and made clear by the Residential Life Coordinator.

H. I understand that I will be co-supervised by the Assistant Residential Life Coordinator.

I. I will not be allowed to work outside of the A.A. position for more than ten (10) hours per week without the permission of the Residential Life Coordinator.

J. Weekly staff meeting time will be set according to class schedules only.  Extra curricular activities will be secondary to staff meeting time.

K. I realize that in order to fulfill the responsibilities of the Academic Assistant position circumstances may demand an additional time commitment above the expected average 20 hours per week.

L. I understand that I am expected to participate in the Student Staff selection process.

M. I understand that if my cumulative grade point average falls below 2.5, I could be put on employment probation or be terminated from my position as an Academic Assistant.

N. I understand that I will be expected to perform additional tasks appropriate to the position as directed by the Residential Life Coordinator.

O. I understand that this position is for the entire academic school year, but that if I have to resign or if I am dismissed I will be responsible for the completion of the financial terms of my Housing contract for the remainder of the contract year, including the reassignment of my room, room type, or building.

P. I recognize that if I do not fulfill these commitments, I may be relieved of my position as an Academic Assistant at any time. I also recognize that at the end of my contract, I will be asked to reapply for the position and that continued employment is not guaranteed each additional year.

EMPLOYMENT AND DISCIPLINARY GUIDELINES FOR APARTMENT LIVING ASSISTANTS


The standards for student conduct established for all students at the University apply equally to Academic Assistants, and the Academic Assistants assume an obligation to conduct themselves in an exemplary manner by the nature of their employment responsibilities.


The Assistant Dean of Students is designated the primary administrative officer for unacceptable conduct or conduct which involves infraction of University rules and regulations.  Because of the nature of their responsibilities, any violation of University rules by the Social Justice Coordinators may be referred to a primary administrative officer and his/her designee.


Violation of any Residence Hall or University regulation could result in termination of an Academic Assistant’s employment, in addition to any corrective action relating to employment that may be taken by a primary administrative officer or his/her designee. 


Residence Hall policies are outlined in the Guide to Group Living.  University regulations are outlined in the UMKC Catalogue in the Student Conduct Code.

In accepting the appointment as Academic Assistant, I have read and understand the above guidelines for disciplinary action and agree to the necessary action resulting from any violation on my part.

Academic Assistant

________________________________________

Date ____________________

Residential Life Coordinator
________________________________________

Date ____________________

Associate Director

________________________________________

Date ____________________
SAMPLE CONTRACT

INFORMATIONAL PURPOSES ONLY

Staff Selection Timeline 2012

Monday, January 23 
Applications Available 

Tuesday, January 17 
Recruitment Kickoff Session 

Oak Street Hall Classroom – 3 p.m. 

Wednesday, January 18
Recruitment Kickoff Session 

Johnson Hall Lounge – 3 p.m.

RHC Meetings – 8 p.m. 

Monday, February 13 
All completed applications due in the 

Oak Place Business Office by 5 p.m. 

Saturday, March 3 (REQUIRED)
8:00am-12:00pm 

Staff Interview Day - Group

Location: Administrative Building (2nd Floor)

Dress: Business Casual 
Friday, March 9

2nd Round Invitation Letters Go Out

Saturday, March 17 (REQUIRED)
8:00am-12:00pm 

Staff Interview Day - Individual

Location:  Student Union

Dress: Business Casual 
Friday, March 23 
Decision and Offer Letters go out 

Monday, April 2 
Position Accept/Decline Forms due

Set Up Hire Appointment with RLCs 

Wednesday, May 9 (REQUIRED FOR SUMMER ONLY)

9 a.m. to 7 p.m.
Summer Staff Training Day

Monday, August 8, – Friday, August 19 (REQUIRED)
All Student Staff Members report to campus for training (mandatory date) 

Friday, August 19 
All students may move into residential housing

