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Community Assistant Job Description 
2013-2014 Academic Year 

Community Assistant (CA) Position 
Residential Life works to create an inclusive on-campus housing environment that promotes student success, satisfaction and 
self-awareness through learning, citizenship, involvement, and leadership. The Department is committed to creating supportive 
learning environments that assist in the total development of the resident through student leadership, programming, residence 
hall standards, and campus connections.  
  
The Community Assistant works to provide direction for student learning and academic success while assisting with the 
coordination of the administrative facets of a co-educational residential community in traditional residence halls, suite style 
complexes, or apartment buildings.  The CA is supervised by a Community Manager (CM) and assists in the management of the 
community, the development of inclusive communities that foster academic and personal success, and helping individuals with 
their personal needs and concerns.   
  
The successful staff member will have a passion for working with a diverse student population, is committed to student learning 
and development, possesses critical thinking and problem solving skills, demonstrates initiative, communicates effectively, is 
committed to student safety and security, has a positive attitude, and an ability to manage structured autonomy. 
  
Terms of Employment  
Persons employed as a CA must be enrolled at North Carolina Central University as a full time student with the primary purpose 
and intent to acquire an education. Any exceptions to this need to be approved by the supervising Assistant Director. 
  
CAs must maintain a cumulative AND semester grade point average of 2.70 at the time of appointment and throughout the term of 
employment. Should a CA's GPA fall below a 2.70, they will be placed on probation throughout the following semester. Two 
consecutive semester GPAs below 2.70 will result in dismissal from the position.  
  
The CA must be in good financial, disciplinary and academic standing with the University. Good disciplinary standing is defined 
as not having an active sanction with the Department of Residential Life and Office of Student Rights and Responsibilities.  In 
addition, candidates must report any previous disciplinary conduct issues with Residential Life and the University to the 
selection team.  These past judicial incidents may, or may not, render the applicant ineligible for the CA position. 
  
The Community Assistant position is an academic year position working approximately 15 hours per week.  These hours are to 
be negotiated in conjunction with the Community Manager.  Performance evaluations are conducted in the fall and spring 
semesters. If a CA fails to meet expectations, the supervisor will provide corrective action for the CA to follow and re-evaluate 
performance progress.  Should the CA fail to take corrective action as stated in the action plan, further job action will be taken, 
up to and including termination. 
  
Appointment Dates  
Community Assistant (CA) appointments are made for the entire academic year. Appointments for the 2013-2014 Academic 
Year are as follows: 

  

Fall Semester   
Sunday, August 4, 2013 at 5:00PM (Contract/Agreement Begins)  

Sunday, December 15, 2013 at 10:00AM (Winter Break Departure)  
 

Spring Semester   
Saturday, January 4, 2014 at 5:00PM (Return to Campus from Winter Break)  

Sunday, May 11, 2014 at 10:00AM (Contract/Agreement Ends)  
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Trainings and In-Services 
 CAs MUST attend all staff training sessions. All trainings are a requisite of job employment. These dates include, but not 
limited to: 
v Fall Training: Sun. Aug. 4  - Sat. Aug. 10, 2013 
v Spring Training: Sat. Jan. 4  - Mon. Jan. 6, 2014 
v Semester In-Services: Oct. 20, 2013 & Mar. 23, 2014  
v Weekly Staff Meetings (TBD by your CD) 

  
* The CA position is a priority; ALL trainings/professional developments sessions are MANDATORY.  
  
Compensation 

Work-Aid payment of $8.00/ per hour. This is paid out on a bi-weekly basis based on the University annual Payroll Calendar. 
The CA will be paid based on ACTUAL hours worked. 
The CA is expected to submit time in the University online Banner system on the last Friday prior to the close of each Pay period 

by 5pm (refer to the University Payroll calendar). 
Failure to adhere to this deadline may result in delayed pay and probation and possible job termination. 
  

Job Tasks 
*Provide excellent customer service to residents, staff, and guests of the halls 

∗Works designated hours at community desk per assigned duty shift 
∗Maintain front desk/office cleanliness and organization 

∗Answer the front desk/office phone and record messages  
∗Work 10-15 hours at the community desk and when coverage is needed 

∗Answer basic questions about Residential Life operations and resident concerns 
∗Demonstrates knowledge of individuals living in the community 

∗Completes administrative work ON TIME  
∗Assist with additional/special duty coverage during major campus events  

∗Recognizes student academic successes 
∗Utilizes and refers residents to campus resources  

∗Maintain hall logs including, but not limited to, visitation and key logs as well as common area inventory logs 
∗Post flyers and other publicity throughout the hall as approved by supervisor 

∗Complete community bulletin boards 
∗Create basic documents using Microsoft Word, Excel, and PowerPoint 

∗Perform general clerical duties such as filing, copying, etc. 
∗Check residents into their rooms during hall opening and as needed  

∗Educate residents on how to submit maintenance requests using SchoolDude 
∗Attend all mandatory training sessions, in-service trainings, and meetings as communicated through the CM, the building 

supervisor, or other Residential Life professional staff  
∗Maintain professionalism and a polite and courteous attitude at all times 

∗Be knowledgeable of NCCU's campus and provide basic information to residents, staff, and guests with questions 
∗Maintains an environment conducive to study 

∗Demonstrates a commitment to diversity  
∗Reports student issues and needs to CD as appropriate 

∗Responds appropriately to crisis and FOLLOWS UP with involved resident(s) 
       ∗Role models positive academic behavior (maintains 2.70 semester and cumulative GPA or higher)  
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Position Eligibility  
 *The CA position is an academic year position working approximately 10-15 hours per week at the community front  
  desk. These hours are to be negotiated in conjunction with the CM. 
 *A successful candidate must have and maintain a semester AND cumulative 2.70 GPA. 
 *The candidate must be enrolled at NCCU as a full-time student.  
 *The candidate must be available for training over the summer and through the opening the halls for Fall semester.  
 *The candidate must have no outside employment for the 2013-2014 academic year without supervisor approval.  
 *The candidate must report any disciplinary action he or she has received from the University or Residential Life.  
 *Any conduct cases on file will be reviewed and may, or may not, render the candidate ineligible for employment with  
  the Department of Residential Life.  
 *The candidate must not have any open sanctions with the University or Residential Life. 

  
  
Selection Timeline 

* Now accepting applications for the 2013-2014 academic year and 2013 and 2014 summer sessions. 
* Interviews conducted typically in November and February of every academic year. 
* Applications are accepted year round.   
  

Staff member has read and understands the job description.  Staff member is aware they need to abide by federal, state, and local laws.  Staff member is 
aware they need to abide by the Code of Student Conduct, Community Living Standards, Residential Life Policies, and the Honor Code.  Staff 
member is aware that departmental and community expectations will be shared and it is their responsibility to hold themselves accountable for these 
expectations. 

Printed Signature

Banner ID Number

Date/Time Field



Last Name First Name Middle Initial

Street Address

City State Zip Code Phone Number

E-mail AddressBanner ID

Local Address

Position Information and Preference Form

I am seeking a Community Assistant position for the following term(s):

2013 - 2014 Academic School Year 2013 Summer Sessions

First Building Choice Second Building Choice

  
Applicant Information

Building Preference (building preferences are not guarantees): 

 My local address (listed above) will change after                                          please contact me at my permanent address (listed below).      

Permanent Address

Street Address

City State Zip Code Phone Number

Birthdate Male Female Race/Ethnicity

Major/Concentration Minor GPA Credits at NCCU

Current Student Classification Anticipated Graduation Date

Anticipated Credit Hours Fall 2012 Anticipated Credit Hours Spring 2013 Full Time Part Time

Have you ever been a CA? If so, where? What year?

Have you ever been convicted of a felony? No Yes (If yes, please attach a separate page explaining) 
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2014 Summer Sessions

On-Campus Location

Do you currently live on campus? No Yes (If yes, please indicate below campus location.) 



Selective Service Registration Compliance

General Statute 143 requires applicants for State employment or specified types of educational assistance to verify compliance with the 
requirements of Military Selective Service Act. 
COMPLIANCE CERTIFICATION:  Please check the appropriate box(es), print your name, SSN, sign your name, and date this section to indicate 
your compliance.

I certify that I am NOT registered with the Selective Service because (check one below):

I am a female

I am in the armed services on active duty (Note: Members of the Reserves and National Guard are not considered on active duty)

I was born before 1960

I am a permanent resident of the Trust territory of the Pacific Islands or the North Mariana Islands

I am a non-immigrant alien

I have not yet reached my 18th birthday

I certify that I am  registered with the Selective Service

Printed Name SSN

Signature Date

1. List extracurricular involvement and special interests (i.e. clubs, sports, organizations, etc.)

2. What skills/experiences do you have that makes you a qualified candidate for this position?

3. What do you believe is the most important part of a CA's job?  Why?
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I, the undersigned have read the Community Assistant Agreement. I understand the terms of this agreement and consent to fulfill the aforementioned 
CA duties and expectations. I also acknowledge that this is not a comprehensive list of responsibilities and expectations and understand that I am 
ultimately responsible for all items discussed in the CA Manual, staff training, staff meetings and policies and procedures put in place by my supervisor. 
I will abide by all policies and procedures of the Department of Residential Life and North Carolina Central University, as well as all local, federal, 
and state laws. 

  
  

I certify that I wish to apply for the position of Community Assistant at North Carolina Central University.  By printing my name and Banner ID 
below I indicate that all of my application statements are true to the best of my knowledge.  I also authorize the Department of Residential Life to 

review my current GPA and Student Conduct files as part of this application review process. 

Printed Name

Banner ID

Date
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Please save this completed application in the following format:  "John Doe CA Application."  Once you have saved it, 
please press the SUBMIT APPLICATION button below. By pressing submit you acknowledge and agree to applying for 
a Community Assistant position at North Carolina Central University.  If you have further questions regarding the CA 
selection process please e-mail reslife.selection@nccu.edu. Thank you and we look forward to reviewing you materials. 

Eligibility  
  
 *The CA position is an academic year position working approximately 10-15 hours per week at the community front desk.  
                     These hours are to be negotiated in conjunction with the CM. 
 *A successful candidate must have and maintain a semester AND cumulative 2.70 GPA.  
 *The candidate must be enrolled at NCCU as a full-time student. 
 *The candidate must be available for training over the summer and through the opening the halls for Fall semester.  
 *The candidate must have no outside employment for the 2013-2014 academic year without supervisor approval.  
 *The candidate must report any disciplinary action he or she has received from the University or Residential Life.  
 *Any conduct cases on file will be reviewed and may, or may not, render the candidate ineligible for employment with the    
                   Department of Residential Life.  
 *The candidate must not have any open sanctions with the University or Residential Life. 
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Community Assistant Job Description
2013-2014 Academic Year 
Community Assistant (CA) Position
Residential Life works to create an inclusive on-campus housing environment that promotes student success, satisfaction and self-awareness through learning, citizenship, involvement, and leadership. The Department is committed to creating supportive learning environments that assist in the total development of the resident through student leadership, programming, residence hall standards, and campus connections. 
 
The Community Assistant works to provide direction for student learning and academic success while assisting with the coordination of the administrative facets of a co-educational residential community in traditional residence halls, suite style complexes, or apartment buildings.  The CA is supervised by a Community Manager (CM) and assists in the management of the community, the development of inclusive communities that foster academic and personal success, and helping individuals with their personal needs and concerns.  
 
The successful staff member will have a passion for working with a diverse student population, is committed to student learning and development, possesses critical thinking and problem solving skills, demonstrates initiative, communicates effectively, is committed to student safety and security, has a positive attitude, and an ability to manage structured autonomy.
 
Terms of Employment         
Persons employed as a CA must be enrolled at North Carolina Central University as a full time student with the primary purpose and intent to acquire an education. Any exceptions to this need to be approved by the supervising Assistant Director.
 
CAs must maintain a cumulative AND semester grade point average of 2.70 at the time of appointment and throughout the term of employment. Should a CA's GPA fall below a 2.70, they will be placed on probation throughout the following semester. Two consecutive semester GPAs below 2.70 will result in dismissal from the position. 
 
The CA must be in good financial, disciplinary and academic standing with the University. Good disciplinary standing is defined as not having an active sanction with the Department of Residential Life and Office of Student Rights and Responsibilities.  In addition, candidates must report any previous disciplinary conduct issues with Residential Life and the University to the selection team.  These past judicial incidents may, or may not, render the applicant ineligible for the CA position.
 
The Community Assistant position is an academic year position working approximately 15 hours per week.  These hours are to be negotiated in conjunction with the Community Manager.  Performance evaluations are conducted in the fall and spring semesters. If a CA fails to meet expectations, the supervisor will provide corrective action for the CA to follow and re-evaluate performance progress.  Should the CA fail to take corrective action as stated in the action plan, further job action will be taken, up to and including termination.
 
Appointment Dates 
Community Assistant (CA) appointments are made for the entire academic year. Appointments for the 2013-2014 Academic Year are as follows:
 
Fall Semester          
Sunday, August 4, 2013 at 5:00PM (Contract/Agreement Begins) 
Sunday, December 15, 2013 at 10:00AM (Winter Break Departure)         
Spring Semester          
Saturday, January 4, 2014 at 5:00PM (Return to Campus from Winter Break) 
Sunday, May 11, 2014 at 10:00AM (Contract/Agreement Ends)         
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Trainings and In-Services
 CAs MUST attend all staff training sessions. All trainings are a requisite of job employment. These dates include, but not limited to:
v         Fall Training: Sun. Aug. 4  - Sat. Aug. 10, 2013
v         Spring Training: Sat. Jan. 4  - Mon. Jan. 6, 2014
v         Semester In-Services: Oct. 20, 2013 & Mar. 23, 2014 
v         Weekly Staff Meetings (TBD by your CD)
 
* The CA position is a priority; ALL trainings/professional developments sessions are MANDATORY. 
 
Compensation
Work-Aid payment of $8.00/ per hour. This is paid out on a bi-weekly basis based on the University annual Payroll Calendar.
The CA will be paid based on ACTUAL hours worked.
The CA is expected to submit time in the University online Banner system on the last Friday prior to the close of each Pay period by 5pm (refer to the University Payroll calendar).
Failure to adhere to this deadline may result in delayed pay and probation and possible job termination.
 
Job Tasks
*Provide excellent customer service to residents, staff, and guests of the halls
*Works designated hours at community desk per assigned duty shift
*Maintain front desk/office cleanliness and organization
*Answer the front desk/office phone and record messages 
*Work 10-15 hours at the community desk and when coverage is needed
*Answer basic questions about Residential Life operations and resident concerns
*Demonstrates knowledge of individuals living in the community
*Completes administrative work ON TIME 
*Assist with additional/special duty coverage during major campus events 
*Recognizes student academic successes
*Utilizes and refers residents to campus resources 
*Maintain hall logs including, but not limited to, visitation and key logs as well as common area inventory logs
*Post flyers and other publicity throughout the hall as approved by supervisor
*Complete community bulletin boards
*Create basic documents using Microsoft Word, Excel, and PowerPoint
*Perform general clerical duties such as filing, copying, etc.
*Check residents into their rooms during hall opening and as needed 
*Educate residents on how to submit maintenance requests using SchoolDude
*Attend all mandatory training sessions, in-service trainings, and meetings as communicated through the CM, the building supervisor, or other Residential Life professional staff 
*Maintain professionalism and a polite and courteous attitude at all times
*Be knowledgeable of NCCU's campus and provide basic information to residents, staff, and guests with questions
*Maintains an environment conducive to study
*Demonstrates a commitment to diversity 
*Reports student issues and needs to CD as appropriate
*Responds appropriately to crisis and FOLLOWS UP with involved resident(s)
       *Role models positive academic behavior (maintains 2.70 semester and cumulative GPA or higher)         
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Position Eligibility 
         *The CA position is an academic year position working approximately 10-15 hours per week at the community front              
                  desk. These hours are to be negotiated in conjunction with the CM.
         *A successful candidate must have and maintain a semester AND cumulative 2.70 GPA.
         *The candidate must be enrolled at NCCU as a full-time student. 
         *The candidate must be available for training over the summer and through the opening the halls for Fall semester. 
         *The candidate must have no outside employment for the 2013-2014 academic year without supervisor approval. 
         *The candidate must report any disciplinary action he or she has received from the University or Residential Life. 
         *Any conduct cases on file will be reviewed and may, or may not, render the candidate ineligible for employment with 
                  the Department of Residential Life. 
         *The candidate must not have any open sanctions with the University or Residential Life.
 
 
Selection Timeline
* Now accepting applications for the 2013-2014 academic year and 2013 and 2014 summer sessions.
* Interviews conducted typically in November and February of every academic year.
* Applications are accepted year round.  
 
Staff member has read and understands the job description.  Staff member is aware they need to abide by federal, state, and local laws.  Staff member is aware they need to abide by the Code of Student Conduct, Community Living Standards, Residential Life Policies, and the Honor Code.  Staff member is aware that departmental and community expectations will be shared and it is their responsibility to hold themselves accountable for these expectations. 
Selective Service Registration Compliance
General Statute 143 requires applicants for State employment or specified types of educational assistance to verify compliance with the requirements of Military Selective Service Act.
COMPLIANCE CERTIFICATION:  Please check the appropriate box(es), print your name, SSN, sign your name, and date this section to indicate your compliance.
1. List extracurricular involvement and special interests (i.e. clubs, sports, organizations, etc.)
2. What skills/experiences do you have that makes you a qualified candidate for this position?
3. What do you believe is the most important part of a CA's job?  Why?
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Local Address
Position Information and Preference Form
I am seeking a Community Assistant position for the following term(s):
 
Applicant Information
Building Preference (building preferences are not guarantees): 
Permanent Address
Have you ever been convicted of a felony?
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Do you currently live on campus?
Selective Service Registration Compliance
General Statute 143 requires applicants for State employment or specified types of educational assistance to verify compliance with the requirements of Military Selective Service Act.
COMPLIANCE CERTIFICATION:  Please check the appropriate box(es), print your name, SSN, sign your name, and date this section to indicate your compliance.
1. List extracurricular involvement and special interests (i.e. clubs, sports, organizations, etc.)
2. What skills/experiences do you have that makes you a qualified candidate for this position?
3. What do you believe is the most important part of a CA's job?  Why?
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I, the undersigned have read the Community Assistant Agreement. I understand the terms of this agreement and consent to fulfill the aforementioned CA duties and expectations. I also acknowledge that this is not a comprehensive list of responsibilities and expectations and understand that I am ultimately responsible for all items discussed in the CA Manual, staff training, staff meetings and policies and procedures put in place by my supervisor. I will abide by all policies and procedures of the Department of Residential Life and North Carolina Central University, as well as all local, federal, and state laws.
 
 
I certify that I wish to apply for the position of Community Assistant at North Carolina Central University.  By printing my name and Banner ID below I indicate that all of my application statements are true to the best of my knowledge.  I also authorize the Department of Residential Life to review my current GPA and Student Conduct files as part of this application review process. 
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Please save this completed application in the following format:  "John Doe CA Application."  Once you have saved it, please press the SUBMIT APPLICATION button below. By pressing submit you acknowledge and agree to applying for a Community Assistant position at North Carolina Central University.  If you have further questions regarding the CA selection process please e-mail reslife.selection@nccu.edu. Thank you and we look forward to reviewing you materials. 
Eligibility 
 
         *The CA position is an academic year position working approximately 10-15 hours per week at the community front desk.                   
                     These hours are to be negotiated in conjunction with the CM.
         *A successful candidate must have and maintain a semester AND cumulative 2.70 GPA.         
         *The candidate must be enrolled at NCCU as a full-time student.
         *The candidate must be available for training over the summer and through the opening the halls for Fall semester. 
         *The candidate must have no outside employment for the 2013-2014 academic year without supervisor approval. 
         *The candidate must report any disciplinary action he or she has received from the University or Residential Life. 
         *Any conduct cases on file will be reviewed and may, or may not, render the candidate ineligible for employment with the   
                   Department of Residential Life. 
         *The candidate must not have any open sanctions with the University or Residential Life.
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