Pennsylvania School for Global Entrepreneurship

Lehigh University

June 21 through July 31, 2011
Residence Life Coordinator Application

Name:






Cell phone:  

School Address (if any):

Home Address:

Home Telephone:



          Email:

Grad Student?   Y or N     Major:                                        Graduation date:
-----------------------------------------------------------------------------------------------------------

1)Please list your previous work experience and/or internships:

A. Company:

Supervisor Name:                                        Supervisor Phone # or Email:

Position:

Dates:

Title:

Job Responsibilities:

B. Company:

Supervisor Name:                                        Supervisor Phone # or Email:

Position:

Dates:

Title:

Job Responsibilities:

C. Company:

Supervisor Name:                                        Supervisor Phone # or Email:

Position:

Dates:

Title:

Job Responsibilities:

2) Why are you interested in joining the PA School for Global Entrepreneurship staff as a Residence Life Coordinator?
3) Please list any relevant experiences you’ve had that qualify you for a Residence Life Coordinator position with the Governor’s School:

4) Please share the skills and abilities you possess which will add to your success as a Resident Life Coordinator:

5)     Lehigh University’s Transportation Department requires you to be 21 years of age, have a valid US Driver’s License (international licenses do not qualify) and a clean driving record in order to drive a Lehigh University vehicle.  Is there any reason that you know of that would not allow you to be cleared to drive by Lehigh transportation?
6) Anything else you would like us to know about you?
**** 
 Please return this application by January 15, 2011 along with the names, titles and email addresses of two school faculty/staff who will serve as references for you.
 ****
------------------------------------------------------------------------------------------------------------

Please return this to:
Trisha Alexy
  


 Pennsylvania  School for Global Entrepreneurship




Iacocca Hall, Iacocca Institute

111 Research Drive, Lehigh University

Bethlehem PA  18015

Tsa2@lehigh.edu
610-758-6550

You may attach a resume to this application if you desire.  Applications may be sent by mail, fax or via email.

Pennsylvania School for Global Entrepreneurship  

Lehigh University

RESIDENCE LIFE COORDINATOR POSITION

June 21 – July 31, 2011
Please review program overview, course description and sample schedule located on www.iacocca-lehigh.org, click on High School program before filling out application.  

General Responsibilities:

The Residence Life Coordinator is a professional staff member within the PA School for Global Entrepreneurship office, Lehigh University.  Supervised by the Director, the Residence Life Coordinator is responsible for the total operation of a residence hall area during the 5-week program.  Duties include: supervising the student mentors in their residence life duties; providing leadership for students and staff through programming and discipline; enforcing program, university and residence hall rules and regulations, mentoring a business project, coordinating in-program transportation, and acting as facilities manager for the residence area including overseeing maintenance and custodial concerns.

RLC   Benefits 

a. Full meal plan from June 21 to July 31. GoldPlus and Dining Hall.

b. Housing from June 21 to July 31, which includes single room and air conditioning.

c. Days off to include Wednesday, Thursday, Friday (9 a.m. – 4 p.m.) plus other times in accordance with the final schedule.

d. Position dates:  

Pre-program work: 12 hours to be scheduled sometime prior to June 21 (these can be done off site in order to prepare for staff training), this includes preparation of mentor and transportation schedule.

Training Week:  June 21 through June 24, June 25 international pick up, program – June 26 through July 30, 2011, July 31- dorm clean out.

Please contact Trish Alexy at tsa2@lehigh.edu to receive information regarding position remuneration.

Qualifications:  

Bachelor’s degree or graduate student who has held responsibilities as a resident advisor and/or teacher, counseling experience a plus.  Must have valid US driver’s license and clean driving record.  Applicant must agree to fingerprint check and background check in order to work with minors.

RLC Specific Responsibilities:

I.
Staff Supervision  

a. Develop Transportation Schedule before program start date.


b.   Develop Residential Cleaning Schedule before program start date.

c. Assist with the planning of the training process for student mentors June 22-June 26.

d. Supervise the student mentors as related to their residence life duties.

c.    Provide on-going direction for student mentors through summer staff meetings and individual supervision.

II. Advisement and Program Planning

a. Coordinate, motivate, and act as a resource person for residence hall programs in the evenings and on weekends during the program.

b. Assist the student mentors (9 to 10 mentor staff)  in planning and scheduling programs, both social and developmental.

c. Mentor a business project (student team of 6 students), responsibilities include driving students to company, assisting students with problems associated with research and communication.  Deliverables of team include written report, power point, display board and centerpiece.

III.
Administrative

a.
Interpret and enforce program policies and procedures within the residence hall.

b.
Work with mentors and students to help ensure the protection of individual rights.

c.
Be familiar with and communicate university rules and regulations to students.

d.
Act as a liaison with Residential Services, Facilities Services and PA School for Global Entrepreneurship offices.

e. Perform administrative responsibilities for facilities management including residence hall common area and room inventory.

f. Help to establish and carry out procedures for Opening Day, Closing Day, and security of the residence halls.

g. Supervise the on-duty schedule for student mentors, making adjustments as needed; coordinate schedules for weekend and evening activities which may include off campus activities.

IV. Communication and Resource Referral

a.
Keep the Director up-to-date daily on activities and occurrences in the residence hall.

b.
Attend and participate in all staff meetings and training sessions.

c.
Know and be known by the high school students.

  
d..
Identify, work with, and refer when appropriate, individuals who exhibit personal, social, and behavioral problems.

V.
Additional Duties

a.
Cooperate with the PA School for Global Entrepreneurship office in supporting staff decisions and efforts.

b.
Demonstrate initiative, dependability, and a positive attitude.

c.
Be available each evening during the 5-week program and orientation except for the 1 weekend off.
d.
Sleep in the residence hall each evening during the 5-week program and orientation except for the 1 weekend off.
 
e..
Maintain residence in housing for the duration of the PSGE program except for the 1 weekend off.

f.     Perform additional duties and responsibilities as assigned by the Director.

For more information, contact:    Trisha Alexy, Director, PA School for Global Entrepreneurship





Iacocca Hall, 111 Research Drive, Lehigh University

Bethlehem PA  18015

610-758-6886, Fax- 610-758-6550

tsa2@lehigh.edu
Because of the intense nature of the schedule, RLC will not be able to take classes or work elsewhere during the time of the program.
