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Key Responsibilities
Community Leadership
f  Maintain regular weekly office hours from 8pm-11pm

0 Be available and visible in assigned community with door open.

0 Address individual, community, and conduct issues as needed.

o0 Time can be spent hosting drop-in hours for community, having intentional conversations,
conducting community rounds, completing administrative tasks, and/or facilitating programming
requirements.

1  Mediate roommate/floor mate conflicts.
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1 Attend all required staff training and development sessions, including August training per the contract
and ongoing training throughout the academic year.

1 Attend ongoing training session related to furthering knowledge of issues of equity, diversity, and
inclusion.

Residence Conduct
f  Document violations of the Residence Contract
1 Have educational conversations with residents regarding behaviour and policies.
1 Ensure that the Residence Contract are maintained, including conducting front-line intervention and
reporting incidents through the appropriate channel(s).
1 Where possible, and when requested, attend Residence Conduct Appeal hearings.

Administration

1 Ensure community completion of student surveys and feedback processes (Residence Satisfaction
Survey, focus groups, program assessment, etc.).

1 Read and be familiar with the information included in the Residence Staff Manual, Residence Contract,
residence policies, and any other material distributed by Residence Life and Services.

1 Attend weekly staff meetings, and bi-weekly one-on-one meetings with the Residence Life Coordinator.

1 Use the Residence Life database (eRezlife) to thoroughly document work, including submitting
individual reports concerning incidents or student interactions.

I Check and action email and voicemail messages daily.

Additional Duties
1 Support and assist in coordinating efforts to ensure building safety, security and maintenance in the
event of a work stoppage.
! Perform additional duties as directed by Residence Life professional staff.

Living Learning Community Don Additional Duties

In addition to the duties, responsibilities and expectations outlined in the Don job description, an LLC Don will
mentor and facilitate additional educational opportunities for their assigned group of students who live within
their specific LLC. Additional responsibilities and requirements of the role consist of, but are not limited to:

attending LLC Don specific training sessions during August Training;

attending bi-weekly meetings with the Academic Initiatives Coordinator and fellow LLC Dons;

attending bi-weekly one-on-one meetings with the AIC; (September to November and January to March)
attending 2 LLC Program wide events or initiatives, per term, with their students

leading and participating in one LLC Legacy Project (there is one each in the Fall and Winter terms)
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