
 CARROLL COLLEGE 
Community Advisor (CA) Job Description 

2018-2019 Academic Year 
 
SUPERVISOR: Assistant Director of Community Living 
 
ADVISES: Floor or Building of an assigned Residence Hall (Approximately 30-45 residents) 
 
PURPOSE OF POSITION: 
The Community Advisor aids the department of Community Living in promoting the academic, spiritual, and social growth of each resident.  
This growth is based on the premise of respect for self and others within the Christian tradition.  The CA has a responsibility as a member of 
the Student Life staff to ensure and uphold the policies and community standards of Carroll College. This position requires a commitment of 
approximately 20 hours per week. 
 
PRIMARY DUTIES: 
Community Development 
• Promote interaction among floor members in order to create an atmosphere for personal, academic, spiritual and social growth. 

o Personally meet and get to know each resident on the floor by the end of the first three weeks. 
o Provide programs for residents based on programming model.  Specific program information will be explained during training. 
o Facilitate attendance at forums dealing with important campus topics. 
o Create a positive atmosphere conducive to sleeping, studying and social interaction. 
o Maintain a standard of conduct which is consistent with the established policies and practices of the college. 
o Work cooperatively with the other CAs to meet the team programming requirements. 

• Cooperate with campus organizations in helping to create, promote and support activities that are beneficial to the students. 
• Post notices on the floor of upcoming events sponsored by on-campus organizations and floor sponsored activities. 

 
Administration 
• Inform the supervising Assistant Director (AD) of all health incidents, breaches of policies/conduct code as well as any information 

pertinent to the well-being and growth of the residents including facilities management. 
o File a report of illness or accident of a floor member and submit all necessary paperwork within 24 hours to supervising AD. 
o File an incident report with supervising AD on breach of policy or conduct within the same time frame of the incident. 
o Inform supervising AD of any and all facilities needs/concerns. 
o Submit all needed paperwork on time, having completed it attentively and thoroughly. 

• Disseminate relevant information or items of concern to hall residents. 
o Conduct floor meeting as needed throughout the year (at least once monthly). 
o Keep bulletin boards and door decs current and attractive at all times. 

• Check residents into their individual rooms at the beginning of the year and ensure proper check-in and check-out at any time during 
the fall or spring semester. 
o Carefully fill out room inventory forms prior to occupancy; to be validated by signatures of both residents and CA. 
o Conduct an inventory prior to checkout and to notify the Assistant Director of any damages or missing equipment.   
o Return all CA keys, equipment, and room inventory forms to the AD at the end of the academic year. 
o Responsible for check-in and checkout of room keys/cards. 

• Participate in all staff meetings and departmental events as required by the contract. 
o CAs are expected to keep Tuesdays from 5pm – 7pm available in their calendar for weekly staff meetings. Exceptions will be made 

where appropriate to meet graduation requirements. Please plan accordingly.  
o CAs are asked to participate in certain annual events such as Housing Sign Ups, CA Selection, and busy weekends such as Halloween, 

Homecoming and Softball Weekend. 
o CAs will have to participate in a holiday duty rotation during one of the following periods: Fall Break, Thanksgiving, Spring Break or 

Easter weekend.  
• Assist in the operation of the residence hall. 

o Adhere to the duty schedule (including 24-hour duty on weekends), maintain desk shifts, and assist in coverage of floors where a 
CA is absent. 

• Be available to floor residents; this assumes the majority of CA study time will be spent in his/her room rather than in the library, 
classrooms, etc.; act as a resource for all residents and report up when necessary 

o At vacation times CAs will remain on campus until residences close and room checks are complete, and return the night before 
residences re-open, or as required in the CA contract. 

o CAs will maintain careful and attentive possession of all residence hall keys/cards, the loss of which may result in a fine or 
termination of position.  

o Daily check of the condition of Lounges, TV Rooms, Recreation Rooms, and other public areas. 
 
Conduct 



• Strive to grow into and live up to the ideals of the Carroll College Mission Statement. 
• Be familiar with and uphold the community standards and policies of the college as a whole as expressed in the Student Handbook, 

Carroll College Catalog, and the CA Manual, as well as local, state, and federal law. 
 
 
Terms of Employment 
 
Work Agreement Period: The Community Advisor (CA) contract period is for one full academic year. The CAs are expected to be 
present and participate in Student Staff Training in August prior to the beginning of Fall Semester and stay until noon on the 
Saturday after finals week for Fall Semester. The CAs will return in January at a designated time before classes begin to participate in 
Spring Training and stay until a designated time on the Sunday after finals week for Spring Semester. For the 2018- 2019 academic 
year, CAs will be employed from August 9th, 2018 – May 12th, 2019. Employment will be inclusive of the above dates with the 
exception of those periods approved by the Director of Community Living. 
 
Compensation: CAs will receive a monthly stipend of $200 for the work performed during the contract period. In addition to a 
monetary stipend, CAs will be given a single room for the use of their duties and personal needs throughout their employment. CAs 
also receive an “A” parking permit upon request. 
 
Eligibility: CAs must be enrolled as full-time Carroll College students (12 credits), but limit their course work to a maximum of 18 
credit hours. CAs may only take fewer than 12 credit hours or more than 18 credit hours with prior written approval from the 
Supervising Assistant Director and Director of Community Living. Additionally, CAs must maintain cumulative AND semester grade 
point averages of 2.50 or higher. 
 
Supervision: The CAs are directly supervised by their assigned Assistant Director of Community Living (AD). They also work closely 
with the Director of Community Living and any designated Student Life staff. 
 
Reassignment: CAs are expected to understand they may be assigned or reassigned to residence hall duties and placement at the 
discretion of the Director of Community Living. 
 
Personal Conduct 
 
Role Model: All CAs are expected to reflect positive behavior and follow all of the policies outlined in the Carroll College Student 
Handbook, and state and federal laws both on and off campus. Those who accept a Community Advisor position consequentially 
accept responsibility for a higher standard of personal conduct than their peers. 

• CAs will be a present and engaged member of her/his floor and hall community, understand each community has 
differing needs/personalities, and willing to adjust to the needs of her/his residents. 

• CAs will act in an appropriate and professional manner when engaging in constructive feedback, participating in a 
public forum, and representing Community Living and/or the College.  

• CAs will hold fellow CAs accountable to policies and job expectations. 
• Any CA under 21 years old who consumes alcohol will be subject to disciplinary action, up to and including termination. 
• Any CA 21 years old or older may consume alcohol responsibly with others who are at least 21 years old. 
• All CAs may not at any time engage in, enter, or remain in any area or premises where illegal drug use is occurring. 

Illegal drug use is defined by the Student Handbook, and state and federal laws. 
• Any CA who violates the Student Code of Conduct, College and Community Living policies, or any state or federal laws 

will be subject to disciplinary action, up to and including termination. 
 
Relationships: CAs are expected to understand that dating and/or sexual relationships with students living in the same residence 
hall can negatively influence the dynamics of the CA position. Therefore, if such a relationship does or could likely develop, the CA 
will notify the supervisor immediately. If a CA dates anyone in the same building or in an area under the responsibility of the CA, the 
Community Living Department may require one of the students to move and the CA be moved with a new assignment. Relationships 
between CAs on the same supervised staff need to be reported to the supervising Assistant Director; departmental action may result 
if the relationship adversely affects job performance. 
 
Time Commitments 
 
Work Commitments: The CA shall agree to give the CA position priority in fulfilling the responsibilities as defined by the job 
description over other activities except for the CA’s academic responsibilities. The CAs shall agree to the following unless given prior 



approval for an exception in advance and in writing from the Supervising Assistant Director and the Director of Community Living. 
The CAs are expected to attend and actively participate in student staff training, all campus staff meetings, weekly staff meetings, 
departmental assignments and the opening and closing of the residence halls each semester. This includes, but is not limited to: 

• Participation in Student Staff Training, during the week(s) prior to each semester. 
• Participation in Fall/Spring Semester Openings and Fall/Spring Semester Closings. 
• Reviewing the CA Manual thoroughly during fall training and as needed throughout the year. 
• Attending weekly staff meetings for assigned area and mandatory monthly all-campus staff meetings – these meetings 

generally occur on Tuesdays from 5pm – 7pm. 
• The residence halls are open for all holidays during the academic year except Winter Break.  It is the expectation that CAs 

participate in holiday duty as agreed on by hall staffs.   
• Actively support Carroll Student Activities and ASCC programming. 
• Participation in all-campus programming sponsored/co-sponsored by the Department of Community Living. 
• Fulfilling all duties required of sitting on Community Living committees (as needed) 
• Actively supporting in educational and developmental programming throughout campus. 
• Successfully complete all required development initiatives as assigned (CA Class, Leadership Development Certificate, etc.) 
• Participation in departmental responsibilities as assigned. 

 
Time Commitments: The CA’s work week is designed as an average of 20 hours per work week. The CAs are expected to understand 
that work in residence halls is not easily translated into hours worked per day or per week. Emergencies cannot be anticipated. The 
CAs will spend the necessary amount of time in the hall and on the job until all responsibilities have been met. If a CA’s time 
significantly and consistently exceeds what is reasonable, the CA is obligated to notify the supervisor. Time commitments include: 

• Administrative hours which include regularly scheduled responsibilities at hall staff meetings, community development 
initiatives, departmental assignments, special programming activities, and paperwork. 

• On-call hours which include: 24-hour shifts on weekends, availability for drop-in discussions, individual counseling/advising, 
and response to other building/resident concerns and crises. 

• Additional time as needed to build respectful, inclusive, positive communities and to preserve the welfare of the hall 
community including resident drop-in discussions, emergencies and other items that may arise. General availability to 
residents is critical to meet the student needs, develop a positive community, and to effectively contribute to the 
community staff team. 

• During times when CAs are not on duty, they are still expected to address the needs of their residents as needed. 
 
Outside Commitments: All CAs are expected not to accept or retain other commitments or part-time employment, on or off 
campus, which negatively affects the ability of the CA to fulfill CA responsibilities. Exceptions may be made at the discretion of the 
Supervising Assistant Director and Director of Community Living. Employment should not exceed 20 hours a week, and other outside 
commitments will be taken into consideration with these requests. 
 
Community Development 
 
Floor and Building Engagement: The CAs are expected to complete the community development expectations outlined during 
training, which includes: door decorations, floor decorations, bulletin boards, floor signs, educational and social programs, required 
floor meetings, department- and campus-wide programs by the specific deadlines set by the supervisory staff of Community Living. 
CAs will also be responsible for the support of any leadership development initiative set by the department, such as a Residence Hall 
Association, building council, etc. 
 
Availability to the Community/Department: CAs are expected to maintain availability and visibility with residents and staff during 
evening hours and weekends, including providing coverage during break periods while the residence halls remain open. CAs are 
expected to: 

• Schedule no more than four weekends away from campus each semester (unless approved by supervising AD). This 
schedule will be coordinated with the whole Community Living Department to ensure adequate campus/building coverage. 
Some weekends each semester may not be considered, such as opening/closing weekends, large game weekends, campus 
programming weekends, etc. 

• Work her/his own share of holiday/break duty, as defined by the supervisory staff of Community Living. 
• Return to her/his own assigned room each night, unless given prior approval from the supervising AD. 
• CAs are expected to communicate with their supervising AD in advance all overnight travel through Carroll-sponsored 

events in order to plan for the CAs’ time away from the floor. CAs who travel a lot for Carroll-sponsored events may be 
more restricted on personal weekends away, depending on the needs of that floor/staff. 

 



Duty: CAs are expected to perform “CA on duty” functions and the accompanying desk hours required, complete thorough rounds of 
the building and call their supervisors and other appropriate University staff (custodian, Securitas, etc.) when issues arise or are 
discovered. 

• CAs must respond to inappropriate student behavior that is a violation of campus policies and procedures or community 
standards. The CAs shall confront the action in question, complete and submit objective incident reports to their 
supervisors in a timely fashion (within 24 hours). 

• While on duty according to the duty schedule, the CAs will remain in their assigned residence hall desk area during the 
mandated desk hours and be available by cell phone. While on desk/rounds (after 7pm), CAs may not leave their building 
unless they are performing duty rounds or given permission by the AD on Duty. CAs are not to leave campus while on duty 
except on weekends, when they may be within 5 minutes of campus from 10am to 5pm with the duty phone. 

 
Confidentiality: All CAs are expected to maintain confidentiality concerning all residents and protect student information. All 
confidential materials (rosters, etc.) that are kept in staff-designated areas should be properly stored in a locked location to ensure 
residents do not have access to the information. All conversations concerning residents and other staff must happen in private areas 
and only with necessary persons. CAs are mandated to report information regarding instances of resident crises (physical, 
emotional, mental, etc.) and crime (policy or law violations) to the professional staff of Community Living. 
 
Appropriate Use of Keys and Access Cards: The CA position requires CAs to be responsible for keys and/or access cards that provide 
access to residents’ rooms and Carroll College campus buildings. This responsibility must be taken very seriously and CAs will follow 
all Community Living key and access card policies. Any CA who loses a key and/or an access card (including personal Student ID), 
must notify her/his supervisor immediately. If any CA loses a key and/or access card, this may result in a fine and/or corrective 
action from the department. 
 
Administrative Duties: CAs are expected to assist with all administrative duties as assigned by the professional staff of the Carroll 
College Department of Community Living. All paperwork associated with these duties must be completed in a timely fashion, as 
defined by the Supervising Assistant Director and/or Director of Community Living. 
 
Resident Transportation: CAs are expected not to transport residents in the CA capacity, including, but not limited to, programming 
and health and safety transport. 
 
 
 
______________________________ is extended an appointment as a Community Advisor for Carroll College Community Living for 
the 2018-2019 academic year, August 9th, 2018 – May 12th, 2019. 
 
This work agreement is in concert with the Fair Labor Standards Act, Section 785.23 which specifies that an employee who resides 
on the employer’s premises on a permanent basis or for extended periods of time is not considered as working all the time they are 
on the premises. Ordinarily, such employees may engage in normal private pursuits and thus have enough time for eating, sleeping, 
entertaining, academic pursuits, and other periods of complete freedom from all duties when they may leave the premises for 
purpose of their own. It is, of course, difficult to determine the exact hours worked under these circumstances and any reasonable 
agreement of the parties which takes into consideration all of the pertinent facts will be accepted. 
 
If failure to fulfill the responsibilities of this position results in termination of employment, it is understood that this work agreement 
becomes null and void and compensation will cease as of the date of dismissal. Termination does not preclude other sanctions from 
the College based on violations of the Carroll College Student Code of Conduct or the Community Living policies. Termination will 
result in loss of current room and will require the student to move.  
 
I accept the position designated above as a member of the Community Living Staff of Carroll College for the academic year and 
agree to the conditions stated herein. 
 
 
___________ _________________________________ ____________________________________ 
Date Signature of Community Advisor Community Advisor Printed Name 
 
 
___________ _________________________________ 
Date Signature of Director of Community Living 


