Graduate Coordinator for Westgate Apartments

Job Description

2006

Summary

The Westgate Graduate Coordinator serves to support students, provide resources and information, and promote a safe environment for Westgate Apartments residents.

Responsibilities

· In the absence of the House Manager and Program Manager, act as Westgate's point person in the case of large scale emergencies, i.e. fire, power loss, or evacuation, and cooperate with MIT emergency response personnel

· Serve as Westgate’s Head Fire Marshall and coordinate the recruitment of assistant Fire Marshalls.  

· Is familiar with MIT’s many resources and help guide students to the answers to their questions

· Have a clear and constant presence in the residence, particularly during non-business hours. 

· Cooperates and collaborates with Westgate’s House Team (House Government, House Manager, Program Manager) by attending government meetings and working with the officers.

· Serve as an instrument for communication and coordination between and among Westgate’s Government and residents. 

· Act as a liaison between the various parts of the House Team and help to communicate their ideas and advocate for their concerns. 

· Represent Westgate to the wider MIT community.

· Attend required training and disseminate training information, if applicable, to residents.

· Update New Residents Guide annually

· Manage Lounge reservations including scheduling, fees, fines and stereo equipment.

· Produce a newsletter and publication in the Spring

· Conduct two resource events in the Fall and Spring

· Maintains and manages Westgate web site

· Attend bi-weekly meetings with supervisor

· Work with House Manager on storage area

· Other duties as deemed necessary to fulfill the role.

Supervision

Andy Ryder, an Assistant Dean in the Residential Life Programs office, supervises the Westgate Graduate Coordinator.

Compensation

The Graduate Coordinator receives $180 per week; $12.00/hour for 15 hours. 

 Requirements

Applicants must be a full time Westgate resident. They must possess solid collaborative teamwork skills. A proficiency in computer and web applications, or the willingness to learn new systems, is preferred. Evening, night and occasional weekend work is required, as is ability to manage a flexible work schedule. Experience in program planning and familiarity with Westgate community issues is desirable.

Evaluation

The Graduate Coordinator will have a performance evaluation once per year, and with a positive evaluation, will have the option of continuing in the role.

 Application and Contact

For more information, please contact Andy Ryder (Assistant Dean in Residential Life Programs) at aryder@mit.edu or Pete Lommel/Dolores Helmbrecht (current Westgate Graduate Coordinators) at westgate-gc@mit.edu.

 Time Line

Applications are being accepted until Friday, May 5th, 2006.  Interviews for selected applicants will be held the following week.  Graduate Coordinator orientation will take place in May with a mandatory three day Residence Life training to follow during the month of August. 

Westgate Graduate Coordinator Application

Completed Applications Due by May 5th, 2006

to Pete Lommel/Dolores Helmbrecht, Westgate Graduate Coordinators.

We have a drop box outside of Westgate apt. E3 (low-rise).

(Please type or print)

I.          PERSONAL DATA

Name:
SS Number:_____________

Local Address:__________________________________________


Phone Number(s):
Gender:________


Spouse’s Name (if applicable)__________________________________:

II.
ACADEMIC INFORMATION (if applicable)

Graduate Major: ___________________
Expected Degree:____________

Anticipated Completion Date: ________________________________

III.
EXPERIENCE 

Please attach a resume or a list of your work experience including summer and full-time positions.  Highlight those experiences that are particularly relevant to the GC position.  

IV. REFERENCE

Please provide the name, address, title, and phone number of one person who will provide a written reference for you.  Choose someone familiar with your leadership and interpersonal skills and with university residential life programs.  The reference should be written by someone familiar with your ability to relate to and interact with others in a setting comparable to the GC role.  This reference will be reviewed only by Residential Life Programs staff.  It will not be shared with students.  It is your responsibility to ensure that your reference is submitted by the application due date.  Your reference should use the form provided at the bottom of this application.

V.
ESSAY
Please write your response to the following:

Working with house governments and housing staff in graduate housing requires     

a sense of humor, perseverance and follow-through. In order to do this  

effectively, graduate coordinators must uniquely demonstrate:

1.
Interest and enthusiasm for house activities and seeing the house function

     efficiently

2.
Leadership potential and the ability to work well with people

State briefly: Examples of how you have demonstrated the above qualities, your own unique reasons for your interest in this position, and how your appointment might enhance the quality of life in single graduate or family housing.

Please include college and community activities, volunteer work and any experience(s) where you were a group member and/or leader that you consider relevant. If you have been involved in graduate student activities at MIT, either generally or within your department, please include this also.

-----------------------------------------------------------------------------------------------------------

APPLICANT SIGNATURE

I understand that I must be a full-time registered MIT graduate student or a spouse of a full-time registered MIT graduate student while I am employed as a Graduate Coordinator at MIT. I also understand that if I am an International Student, I must have a current and appropriate work visa and that I do not receive a research or teaching assistantship through my academic department, thus I am eligible to secure employment up to 20 hours per week.

Signature ____________________________________________________________________________________Date _________________

GRADUATE COORDINATOR POSITION
2006-2007 Academic Year
Reference Form

Name of Applicant  _____________________________________________________

Name of Reference  _____________________________________________________ 

Title  _________________________________________________________________ 

Address  ______________________________________________________________

Phone  ______________________

Relationship to Applicant  ________________________________________________

To Be Completed By the Applicant:

[ ] I waive my right to have access to this reference. 

[ ] I do not waive my right to have access to this reference. 

Signature of Applicant ________________________________________Date________________ 

______________________________________________(Applicant's name) is applying for a position as a Graduate Coordinator.  In this position she/he will live in student family housing, develop a community atmosphere, plan activities, facilitate communication between residents and administration, and act as a role model and resource. Maturity and strong interpersonal skills are particularly important in this role.  The Graduate Coordinator must be able to relate to her/his peers as well as to administrators and faculty of the Institute. 

Please rate the following characteristics of this candidate based on your knowledge of this person.

	Characteristic
	Poor
	Fair
	Average
	Very Good
	Excellent
	Not Observed

	Communication Skills
	
	
	
	
	
	

	Leadership Skills
	
	
	
	
	
	

	Responsibility
	
	
	
	
	
	

	Flexibility
	
	
	
	
	
	

	Maturity
	
	
	
	
	
	

	Sensitivity to Diversity
	
	
	
	
	
	

	Decisiveness
	
	
	
	
	
	


STATEMENT OF SUPPORT

Please indicate how long you have known the applicant and in what capacity.  Please comment candidly on the candidate’s strengths and weaknesses as they relate to the GC position.  Feel free to attach a separate sheet if necessary.  Please use one side of each page only.   
