
 
 
Summer Housing Assistant Job Description 
 
Housing Assignments: 

• Entry of incoming student housing preference into Roommate Matching program 
• Help with assignment and mailings of TBA and Summery Lottery Students 
• Help with assignment and mailings of Visiting Students, Readmits, Transfers and Adas 
• Help with Housing Assignment Letters, Folding and Stuffing 
• Entry of Assignments into Banner Housing form. 

   
Summer Housing Assignments: 

• Help coordinate assignments for current and incoming students each week 
• Help keep up to date, recent summer housing applications and dates of occupancy 
• Coordinate with Summer HR/HC students arriving and departing each week. 
• Help coordinate keys and meal cards for all summer housing and billing for lost keys and meal cards. 

 
Phone/Email Correspondence: 

• Become knowledgeable enough of housing issues to take phone calls and do correspondence with all 
incoming students and returning students 

• Respond to emails received at the Housing@smith.edu email address 
 
House Responsibilities 

• Assist with programming in the summer houses 
• Assistance with the distribution and collection of houses keys and meal cards 

  
General Job Expectations  

• Meet weekly with the Housing Coordinator 
• No more that 1 week away is permitted during the contracted period 
• Develop a consistent work schedule with Housing Coordinator 
• Make good decisions around issues of confidentiality 
• Attend weekly residence life staff meetings 

 
Miscellaneous projects as assigned 
 
Compensation 

• Room and Board 
• Weekly stipend of $8.25 and hour 

 
For more information go to: http://www.smith.edu/sao/reslife/housing_staff.php 
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