[image: image1.jpg]McMaster

University B=s
$24




Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00197

	Pay Grade:
	3

	Title:
	Housing Assistant

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Performs a range of administrative duties and acts as primary contact for housing and conference services. Responds to inquiries and provides information to students, parents and guests, or refers them to appropriate departments.

	Purpose and Key Functions:
	· Respond to telephone, email and in-person inquiries regarding housing and conference services, the University, and the greater community.

· Receive and resolve student and guest concerns.

· Provide information to students and guests on filling out various forms and sign-in sheets.

· Gather and compile support materials for residence students and guests.

· Assemble and prepare outgoing mailings and packages.

· Write a variety of documents such as correspondence, guides, directions, and instructions.

· Gather information and input data regarding requests for maintenance, repairs, and cleaning for residence facilities.

· Issue security access cards and keys to appropriate users based on established safety and security requirements.

· Monitor inventory of access cards and keys and references moving records to confirm accuracy.

· Determine lock changes and charges based on discrepancies and when requested, apply to accounts.

· Deactivate reported lost or stolen cards.

· Monitor alarms and contact security services to report issues.

· Monitor and reconcile cash transactions and prepare daily fund deposits.

· Calculate fees for guests and students attending conferences and staying in residence accommodations.

· Attend and participate in a variety of meetings.

· Inspect student rooms for damages.  Track student damage charges.

· Use a voice recorder to transcribe information.

· Maintain filing systems, both electronic and hard copy.

· Conduct web searches for information on travel, entertainment, and other visitor inquiries.

· Update, maintain, and verify information in a variety of databases and spreadsheets.

· Contact security to report issues.

· Sort incoming mail.

· Maintain confidentiality of residence information.

	Requirements:
	Secondary School diploma.

Requires 18 months of relevant experience.

	Assets:
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	Additional Information:
	     


