Summaries of Housing Positions

Paraprofessional Positions
Note: Applications typically open in October for winter semester and January for fall semester

Resident Adviser

Resident Advisers (RAs) create a supportive and engaging living environment by providing
leadership, guidance, and assistance to students in residence halls.

Responsibilities:

Coordinate activities and plan events

Uphold university policies by documenting policy violation and modeling good behavior
Support conflict resolution

Contribute to facility maintenance and safety

Offer academic and personal support to residents

Assist with administrative tasks

Advises the house government of their community

Promote campus resources

Serve on duty coverage

To qualify, students must have at least one semester of on-campus living experience (on any
campus) as a full time student, and be enrolled full-time at NMU, and a minimum 2.5 cumulative
GPA (2.25 for the last semester) is required.

Community Adviser

Community Advisers support a positive living environment at NMU’s University Apartments by
building relationships with tenants, enforcing policies, and facilitating communication between
residents and university offices.

Responsibilities:

Assist with administrative tasks

Contribute to facility maintenance

Participate in emergency response

Promote and ensure community standards

Solving conflicts within their community

Plan activities

Gather tenant feedback through advisory boards

Provide guidance on academic, personal, and social matters
Serve on duty coverage

To qualify, candidates must meet university apartment residency requirements at the start of
employment, including being at least 21 years old, completing 56 credit hours, or having two



years of on-campus living experience. A minimum 2.5 cumulative GPA (2.25 for the last
semester) is required.

Community Mentors

Community Mentors (CMs) play a vital role in fostering a positive and safe living environment
in Upperclassmen Residence Halls. They build strong relationships with residents, enforce
university policies, and facilitate effective communication.

Responsibilities:

e Assisting with administrative tasks and building maintenance, including opening and
closing procedures

Promote campus resources

Provide leadership training to residents

Facilitate program planning through community governance

Support conflict resolution

Offer academic and personal support to residents

Serve on duty coverage

To qualify, students must meet the residency requirements at the start of employment, including
being 21 years or older, having completed 56 credit hours, or possessing two years of on-campus
living experience. A minimum 2.5 cumulative GPA and a 2.25 GPA for the most recent semester
is required.

Front Desk Receptionists
Residence Hall / Apartments Front Desk Receptionist

Front Desk Receptionists operate the front desks in residence halls and in Woodland Park,
providing servants to students, staff, university guests, and conference participants.

Responsibilities:

Handle mail and package distribution

Manage desk security and support building security

Perform key audits when necessary

Assist with housing procedures such as check-ins and room changes
Facilitate maintenance requests

Ensure a clean and organized desk area

Front Desk Receptionists will attend regular staff meetings. Additionally, they return early and
stay late during break periods.



Desk Supervisors

Desk Supervisors oversee residence hall front desk operations, providing services to students,
staff, university guests, and conference participants. They recruit, train, schedule, and supervise
desk receptionists while ensuring adherence to university policies.

Responsibilities:

Handle mail and package distribution

Manage desk security and support building security

Perform key audits when necessary

Assist with housing procedures such as check-ins and room changes
Facilitate maintenance requests

Ensure a clean and organized desk area

Conduct regular staff meetings

Maintenance of accurate records

Desk Supervisors also return early and stay late during break periods to assist with desk
operations.

Summer Positions
Note: Applications typically open in March for summer positions

Summer Community Adviser

Summer Community Advisers responsible for fostering a positive living environment within
their assigned apartment area. They support single students, student-families, faculty, staff
tenants, and short-term guests by building relationships, facilitating communication, and
assisting with conflict resolution.

Responsibilities:

Daily inspections

Tenant orientation

Enforcing community standards

Promoting campus resources

Supervising tenant activities

Providing academic and personal support to tenants
Administrative tasks

Serve on duty coverage

They also assist with administrative tasks related to housing, serve on duty coverage, and
respond to emergencies, prioritizing their responsibilities while maintaining academic
commitments.



Security Assistant

The Residence Hall Security Assistant is responsible for maintaining the security of residence
hall facilities, equipment, and supplies, as well as handling minor maintenance and responding to
emergencies after business hours and on weekends during the summer break.

Responsibilities:

Enforcing security policies
Monitoring keys and door locks
Conducting routine inspections
Performing minor custodial situations

The role also requires maintaining clear communication, preparing reports, assisting guests with
key or card issues, and participating in meetings and training while upholding University safety
and service standards.



