


 communica�ng with others in or out of the office, in addi�on to agreeing to the terms of the  Student Leader Confiden�ality 
 Agreement. 

 Responsibili�es: 
 While you may be assigned addi�onal tasks in a given shi�, below is a list of some typical tasks you may perform.  These include, 
 but are not limited to, the following: 

 ●  Serve as a customer service associate, assis�ng with all aspects of on-campus housing for BC students and 
 guests, including guest check-in and check-out, as well as handling phone and in-person inquiries from current 
 and prospec�ve summer guests and residents. 

 ●  A�end daily and weekly required check-in mee�ngs to receive assignments and be made aware of any 
 incoming/outgoing campus guests/students. 

 ●  Schedule daily SOA morning mee�ngs to discuss and assign tasks for the shi�. 
 ●  Oversee the SOAs as they answer Residen�al Life department phones, take messages, and respond to ques�ons of 

 guests and summer students. 
 ●  Assist in triaging issues in accordance with Residen�al Life Summer Opera�ons Procedures. 
 ●  Manage the key and access card packet audits and prepara�on for all incoming guests/students residing on 

 campus. 
 ●  Manage and assist with the check-in/-out of camps, conferences, orienta�on, and seasonal traentato agrcamp
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