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Resident Assistant 
Reports to:  Office of Residence and Student Life 

Organizational Unit:  part-time 
Starting Salary range:  Partial room fee wavier 

At Will 
Created:  May 2011 

 
This position reports to the Office of Residence and Student Life and ensures a positive living 
experience for students and encourages student achievement in and out of the classroom. 
 
Duties and Responsibilities: 

1. Promote safety of all student residents by following the Emergency Action Plan  
(EAP) guidelines. 

2. Comply with college policies and supervise resident student compliance with all student 
and residence handbook policies. 

3. Develop a positive relationship with all residents, especially those assigned. 
4. Serve student residents by being knowledgeable about the college experience, 

educational and campus resources, and college operations. 
5. Assist in providing quality social programming and a safe and fun living environment. 
6. Confer with residents who are having academic and/or personal difficulties and make 

referrals as needed. 
7. Must be available for duty shift per the rotation schedule. Duties include sorting and 

delivering mail, desk shift, and rounds with safety officers. Typically 9pm-midnight, but 
hours vary. 

8. Arrive up to 3 weeks early for fall training and up to 1 week early for spring training, and 
expect to stay a few hours past hall closings at breaks to assist in walk-throughs 
of rooms. 

9. Develop a positive working relationship with all college personnel including maintenance, 
housekeeping, and security employees. 

10. Participate in professional development. 
11. Assume other duties as assigned by the Director or Coordinator of Residence and 

Student Life. 
 
Experience and Education: 

1. Must be a student with at least two full-time semesters completed. 
2. Must be in good academic standing (minimum GPA 2.0 cumulative) at all times during 

employment. 
 
Working Conditions: 

1. Ability to hear normal conversations.  
2. Ability to sit in an office chair while operating a personal computer is required.  
3. Some travel will be required.  
4. Must be able to work nights and weekends as required. 

 
 
Discrimination against any individual on the basis of race, color, national origin, sex, disability, 

age, or religion; in the admission, access to, treatment, or employment in the college’s programs 
and activities is prohibited.  The Chief Student Affairs officer, NCCC, 800 West 14th Street, 

Chanute, Kansas 66720, 431-2820 ext. 213, has been designated to coordinate compliance 
with nondiscrimination requirements contained in Title VI of the Civil Rights Act of 1964, Title IX 

of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, the 
Americans with Disabilities Act of 1990, and the Americans with Disabilities Act Amendments 

Act of 2008.  Information concerning the provisions of these acts, and the rights provided 
thereunder, are available from the compliance coordinator.  



Resident Assistant Contract 
(Signed by all RAs during Summer Training) 

Responsibilities and Expectations of NCCC Resident Assistants 
 
Responsibilities as Res Life Staff 
As Resident Assistants you have been given a unique opportunity to lead your peers 
and impact their college experience while at Neosho County Community College. Now 
you are not only responsible for providing residents with a fun environment, but also a 
safe one.  
 
Regardless of your beliefs about the rules and regulations set forth in the residence hall 
handbook you are responsible for following all rules and regulations, as well as 
enforcing them. Safety is important, and these rules have been put in place to ensure a 
safe and comfortable living environment for all students. 
 
In any emergency situations that may arise throughout the course of the year, it is our 
responsibility as residence life staff to follow college procedures and the Emergency 
Action Plan (EAP). The scenarios provided in the EAP are not exhaustive, but provide 
good guidelines should any serious incidents arise. 
 
Duty schedules will be given out at the beginning of each semester. When you are on 
duty you are responsible for having mail sorted and delivered by 8pm. Residents should 
be able to expect a consistent mail schedule, and deserve to get their mail in a timely 
manner. RAs also need to be in the RA office from 9pm to midnight Monday-Saturday 
and 10pm-midnight on Sunday. You are also responsible for doing rounds with security, 
at 10pm and midnight Sunday – Thursday and at 10pm, midnight, and 2am on Friday 
and Saturday nights. When you are on duty and not performing official Res Life duties, 
you should be in your room, preferably with your door open, so you can be easily found 
by residents or Res Life Staff.  
 
Weekly staff meetings and one-on-ones are an important time for our staff to come 
together and debrief, plan, and build community. Weekly meetings are an important part 
of working in residence life, and attendance at all meetings is expected. 
 
Throughout the year we will also hold hall meetings to communicate important 
information to residents. You will be expected to pick and attend a meeting time for 
each of these “sets” of meetings. 
 
Door decs and bulletin boards are an important component to residence life. Res Life 
staff are responsible for updating door decs and bulletin boards at the beginning of each 
month, unless otherwise specified by the Director or Coordinator of Residence and 
Student Life.  
 
Floor programming is also an important part of Res Life, which gives residents a 
common experience to help form community. Resident Assistants must plan at least 
two floor programs each semester. These types of programs could include, but are not  
 
 
 
 



 
limited to, educational, community building, service learning, wellness, multicultural 
diversity, and academic/career.  In addition to planning programs specifically for 
residents, Resident Assistants should encourage all residents to attend student life 
activities. Resident Assistants are expected to attend one student life activity each 
week.  
 
Responsibilities to RA Team 
Your fellow Resident Assistants uniquely understand the challenges you face and the 
experiences that will come your way. Res Life staff functions as a team: each of us 
working together towards the common goal of making res life a positive experience for 
all residents.  
 
As a team, we will support and encourage each other, work together, fail together, and 
forgive. We will not be afraid to ask for help when we need it. We will always do our 
best, regardless of whether or not it will be publicly recognized. We will not write off our 
fellow team mates, recognizing that we’re all human and will make mistakes, but are not 
defined by our failures. Teamwork is serving one another, without seeking self-gain. 
 
Responsibilities to Residents 
As an RA, you have an awesome opportunity to deeply impact the lives of your 
residents. While you are here to lead your floor, it is also important to develop 
intentional relationships with residents. Do not underestimate the impact you can have 
on a life.  
 
The best leaders are those who serve their followers. Although you have been given a 
leadership position, the best way to lead your floor is by caring for your residents and 
leading by example. Intentionally seek out residents and check in on them; practice 
hospitality and “make room” in your life and schedule for your residents. Remember that 
someone is always watching you, so leading by example, even when you think no one 
else is watching is extremely important. 
 
Although effective leaders best lead by serving others, know that good boundaries and 
the ability to say “no” are essential to avoid burnout. Taking care of others is noble, but 
you can only give from what you have. If your bucket is empty you cannot pour into 
someone else’s bucket  
 
To help foster a community environment RAs are encouraged to have an “open door” 
policy. We encourage you to have your door open in order to help residents feel 
comfortable coming to you with any problems or issues they might have. 
 
By signing below I agree to follow these rules and live up to these expectations to the 
best of your ability. 
 
 
__________________________________________                   ________________ 
Signature              Date 

 
  



Neosho County Community College 

Student Resident Assistant Application 
 

Applications must be submitted with a resume, unofficial transcript, and cover letter.  
Applicants must complete a 2015-2016 housing contract by Interview Date.  

Once a completed application is returned, applicants will be contacted for an 
interview. 

INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED! 
 
PERSONAL DATA______________________________________________________ 
 

Name:_____________________________________________ Birth Date:_________________ 

Address: ____________________________________________________________________ 

City:_______________________________ State:_____________ Zip code:_______________ 

Home Phone:__________________________ Cell Phone:_____________________________ 

Student ID #:  ________________________   Email Address: __________________________ 

EDUCATION RECORD__________________________________________________ 
 

How many semesters have you completed at NCCC?  ________________________________ 

Have you completed First Year Seminar?    Yes _____ No ______ 

How many semesters remaining at NCCC? _________  

Do you plan to graduate from NCCC?  __________ 
 

 

Please type your answers on a separate piece of paper. 
 

1. Write a personal statement that will help us to know more about you and what 

sets you apart from the other candidates. 

2. List any and all extracurricular activities and clubs you are involved with.  

3. Please list previous and current leadership and community service involvement. 

4. Why do you want to be a Resident Assistant?   What do you hope to gain? 

5. Please describe any discipline issues you have here at NCCC. How have you 

learned from the incidents? 

6. Please include any additional information which you believe is relevant and 

would assist the committee in the selection process. 

 
 
Consent for Verification of Student Records: 
I hereby certify that all statements made on this application are true and correct to the best of 
my knowledge and authorize investigation of all statements herein recorded.  I release from all 
liability persons and organizations reporting information required by this application.   
 
Signature:  ______________________________________ Date: ______________________ 

 



Student Resident Assistant Recommendation  
 
You are being asked to provide a reference for ____________________________ who 
is applying for a position as a Student Resident Assistant at Neosho County Community 
College. 
 

To the Student Applicant: 
Please check one of the options below regarding your right of access: 
____  I, the undersigned, waive the right of personal access to this recommendation. 
____  I, the undersigned, retain the right of personal access to this recommendation. 
 
__________________________________________  _________________________ 
Signature of Student Applicant      Date 

 
To the Recommender: 
Name: ________________________________________________________________ 

Title:   ________________________________________________________________ 

Phone Number/Email Address:  ____________________________________________ 

Relationship to Applicant: _________________________________________________ 

 

Please describe as candidly as possible the applicant’s abilities in regard 
to the position for which they are applying. Please print or type on a 
separate paper. The following are suggested items to include: 
 

1.  Describe the applicant’s level of maturity and sense of responsibility. 
2.  Please comment on the applicant’s communication skills (one-on-one, small groups). 
3.  How well does the applicant accept direction and/or feedback?  Do you have any 

examples?    
4.  Please comment on the applicant’s leadership potential.     
5.  Describe the applicant’s strengths and areas requiring improvement.    
6.  Please furnish any additional information regarding the applicant, relating to his/her  
     ability to listen, advise, encourage and support. 
7.  Do you have any other comments about this candidate that would help in the 

decision to hire?      
Please mark the appropriate response: 
     _____   I highly recommend this applicant    
     _____   I recommend this applicant 
     _____   I recommend this applicant with reservations 
     _____   I do not recommend this applicant 
 

______________________________________    __________________________ 
                     Signature of Reference          Date 
 
Please Return Completed Applications to: Allison Ouellette (office in Student Union) no 
later than Tuesday March 24th. Thank you for your contribution to the selection of 
qualified candidates for the Student Resident Assistant Program at Neosho County 
Community College. 
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