
ASSOCIATE RESIDENT DIRECTOR

GENERAL FUNCTION OF POSITION
The Associate Resident Director (ARD) is responsible for the shared management, administration, services, and activities 
in a residential building/complex with the supervision of a full-time staff member. As a member of the professional staff,  
ARDs assist with the overall quality and efficiency of administrative activities as they relate to University Housing and Dining 
Services. ARDs are expected to use an approach that balances sound developmental concepts with a managerial philosophy 
in carrying out assigned duties. On specific occasions, you may be called upon to perform additional duties up to and 
including the coordination and supervision of specific projects, committees, and/or activities for the department. 

This is a required live on-campus position that includes the expectation of eating in our University-operated dining centers 
to provide policy enforcement within the dining facilities and to promote community development for staff and students. 

GENERAL DUTIES & RESPONSIBILITIES

BENEFITS

•	 Oversee the creation of outstanding residential communities that focus on promoting 
student support and success.

•	 Facilitates an awareness and sensitivity in celebration of cultural diversity.
•	 Assists in the recruitment, selection, training, and evaluation of staff members.
•	 Monitors and documents behavioral concerns. Adjudicates instances of University 

Policy Violations in conjunction with the Office of Student Accountability and Support.
•	 Provides crisis intervention as situations arise. Utilizes on-campus resources to make 

appropriate referrals for students who need and/or require assistance.
•	 Serves as the primary on-call and/or emergency contact person for residential 

building/area. Participates in on-call responsibilities for building/area.
•	 Establishes regular office hours within the residential area. Maintains a high level of 

contact with residents and staff by walking the area on a regular basis.
•	 Participates in departmental committees with varying focuses such as academics, 

social justice, and training.
•	 Attends regularly scheduled departmental staff meetings, individual consultations 

with supervisor/supervisees, and facilitates area meetings.
•	 Performs other duties as assigned by administrative personnel.

APPOINTMENT: 10 Month Graduate Assistantship / July 24, 2023 – May 31, 2024 (Optional June/July Employment)

Tuition Waiver
Associate Resident Directors (ARDs) receive a tuition waiver for 
graduate classes and prerequisite undergraduate classes required 
for the staff member’s masters degree. Tuition waivers are also 
granted during the summer sessions. Staff members are financially 
responsible for student fees billed by the University.

Monthly Stipend
ARDs receive a monthly stipend of $1,250 a month.

Individual Professional Development Fund
ARDs are provided a fund specifically set aside to pay for professional 
development opportunities. Additionally, many ARDs may be given 

the chance to attend conferences with expenses paid by the University.

Provided Office Space				  
Furnished offices include a private phone line, desktop computer, 
standard office furniture, and Internet access.

 

Room & Board
Professional staff members are provided with an apartment and a 
board plan (i.e., meal plan) for the duration of their employment.

Furnished Apartment
All apartments are fully furnished and include basic appliances. 
Please let us know if you require special living accommodations. 

Basic & Extended Utilities
Staff members are provided all basic utilities (e.g., water, gas, 
electricity, and trash removal) free of charge.

Partner Dining Meal Plan 
Staff members are provided with 15 meals per week and 5 bonus 
meals per semester in the residential dining centers. Bonus meals 
can be used as an extra meal for the meal plan holder. ARDs are 
also given $140 Dining Dollars each semester. Dining Dollars 
are good in all residential dining centers, University Food Court, 
Marketplace Convenience Store, Java B&B and the Panther Pantry.



ARD - RESIDENCE HALLS

AREA SPECIFIC DUTIES			 
& RESPONSIBILITIES 
•	 Oversee the creation of outstanding residential 

communities that focus on promoting student support 
and success. 

•	 The Associate Resident Director (residence halls) 
directly reports to the Complex Director in their 
assigned area.

•	 ARDs are actively involved in the selection, training, 
supervision and evaluation of 4-10 Resident Assistants 
(RA), Service Assistants (SA), and Night Assistants (NA).

•	 Shares administrative responsibilities of a residential 
building along with the Complex Director and a full 
time secretary.

•	 Coordinates office operation, completes necessary 
paperwork, and works with Building Service Workers, 
Dining Staff, and Facilities Planning & Management 
personnel to ensure safety and security within the 
designated area.

•	 Collaborates with Building Service Workers to ensure 
safe and clean living environments. Meets regularly to 
address and resolve issues as they arise. 

•	 Works to ensure that all residents feel included 
and welcome by overseeing community, academic, 
and personal programs in collaboration with other 
residence life staff and/or University departments.

•	 Is knowledgeable of departmental and University 
policies and ensures that students and staff with whom 
they interact are aware of such policies within all 
residential communities and residential dining centers.

•	 May serve as advisor to building/area council, 
Residence Hall Association (RHA), and local chapter 
of the National Residence Hall Honorary. Monitors 
and approves financial transactions to ensure funds 
are used properly.

•	 Has option to assist with the Summer Conference 
Program operation.



ARD - GREEK COURT

AREA SPECIFIC DUTIES 			 
& RESPONSIBILITIES
•	 The Associate Resident Director (Greek Court) reports to 

the Complex Director for Greek Court. 

•	 Oversee the creation of outstanding residential 
communities that focus on promoting student support 
and success. 

•	 ARDs are actively involved in the selection, training, 
supervision, and evaluation of Senior Staff Assistants 
(SSA) and Service Assistants (SA).

•	 Coordinates office operation, completes necessary 
paperwork, and works with Building Service Workers and 
Facilities Planning & Management personnel to ensure 
safety and security within the designated area.

•	 Collaborates with Building Service Workers to ensure 
safe and clean living environments. Meets regularly to 
address and resolve issues as they arise.

•	 Collateral responsibilities include assisting the 
Living Learning Community (LLC) Coordinator with 
programming to our LLCs and advising opportunities 
within Fraternity and Sorority Program Community.

•	 Assists the residents living in the assigned Greek Court 
complex by being available when needed.

•	 Assists all fraternities and sororities with programs, ideas, 
activities, and the overall operation of their housing needs.

•	 Is knowledgeable of departmental and University 
policies and ensures that students and staff with whom 
they interact with are aware of such policies. Maintains 
knowledge of Fraternity and Sorority Programs, Greek 
Councils, and  individual chapter policies.

•	 Has the option to assist with the Summer Conference 
Program operation.

ADDITIONAL INFORMATION: Although there is a two-year commitment to the assigned building/area, Associate Resident Director transfers 
may be considered in the event of departmental needs that arise during a selection process. Staff members may be required to move 
apartments during the summer months due to building renovations or conference related conflicts.

DIVERSITY, NONDISCRIMINATION, AND AFFIRMATIVE ACTION: America draws its strength and vitality from the diversity of its people. 
Eastern Illinois University is enriched by building a campus that celebrates and draws upon the talents of all its students, faculty, and staff.

Eastern Illinois University provides equality of opportunity in education and employment for all students and employees. Discrimination 
based upon race, color, sex, religion, age, national origin, ancestry, marital status, disability, veteran status, sexual orientation, or any other 
basis of discrimination precluded by federal and state statues, is strictly prohibited. 

Moreover, as prescribed by federal guidelines, the University is committed to a program of affirmative action to alter patterns of 
employment which indicate under-representation of members of minority groups and women. The University further pledges itself to a 
program of affirmative action as prescribed by statute to employ, and advance in employment, qualified disabled individuals, Vietnam-era 
veterans, and special disabled veterans.



ARD - MARKETING

MARKETING SPECIALIST
•	 Oversee the creation of outstanding residential 

communities that focus on promoting student 
support and success.  

•	 Serves as a member of the University Housing and 
Dining Services Marketing Team. 

•	 Designs questionnaires, selects sample groups, and 
analyzes data of annual resident satisfaction survey. 

•	 Arranges and analyzes collected information. 

•	 Performs research including surveys, focus groups, 
and institutional benchmarking as requested. 

•	 Assists with administering the University Housing 
and Dining social media accounts (i.e., Facebook, 
Twitter and Instagram) and provides data analysis of 
all accounts. 

•	 Assists with various departmental campaigns. 

•	 Prepares and submits reports as assigned. 

•	 Assists in the supervision and management of the 
undergraduate Marketing Assistants. 

•	 Actively participates in weekly departmental 
meetings. 

•	 Assists with the supervision and management of 
University Court Apartments. 

•	 On-call evening and weekend responsibilities. 

•	 Assists with apartment inspections. 

•	 Compiles and distributes University Court related 
information in a newsletter format. 

•	 Show apartments to potential residents. 

•	 Other duties as assigned. 

	

Follow Us on Social Media!

@eiuhousing



ARD - SAFETY & SPECIAL EVENTS COORDINATOR

GENERAL FUNCTION OF POSITION
The Safety and Special Events Coordinator is responsible for all 
management, supervision, administration, services, and activities of the 
overnight security operations in all 11 residence halls, University Court, 
University Apartments, and Greek Court. The coordinator is directly 
responsible for the selection, training, supervision and evaluation of 35-40 
Night Assistants (NA) and 6-8 Night Assistant Student Supervisors (NAS). 
As a member of the professional staff, the coordinator assists with the 
overall quality and efficiency of administrative activities as they relate to the 
Office of University Housing and Dining Services, especially as they relate 
to the residence halls. The coordinator is expected to use an approach 
which balances sound developmental concepts with a managerial 
philosophy in carrying out assigned duties. On specific occasions, they 
may be called upon to perform additional duties up to and including the 
coordination and supervision of specific projects, committees, and/or 
activities for the department.

This is a required live-on position and includes the expectation of eating 
in our University Dining Centers to provide policy enforcement within 
the dining facilities and to promote community development for staff 
and students. This position also requires the individual in the role to be 
available in the summer. The Safety and Special Events Coordinator directly 
reports to the Assistant Director.

GENERAL DUTIES & RESPONSIBILITIES
•	 Oversee the creation of outstanding residential communities that focus on 

promoting student support and success.

•	 Facilitates an awareness and sensitivity in celebration of cultural diversity.

•	 Assists in the recruitment, selection, training, and evaluation of staff members.

•	 Monitors and documents behavioral concerns.

•	 Provides crisis intervention as situations arise. Utilizes on-campus resources to 
make appropriate referrals for students who need and/or require assistance.

•	 Serves as the primary on-call and/or emergency contact person for residential 
building/area.

•	 Assists with all conference services operations with particular oversight of 
special events and programs visiting campus.

•	 Establishes regular office hours and maintains a high level of contact with 
residents and staff by walking all residence hall areas.

•	 Participates in departmental committees with varying focuses such as 
academics, social justice, and training.

•	 Attends regularly scheduled departmental staff meetings, individual 
consultations with supervisor/supervisees, and facilitates area meetings.

•	 Assist with day to-day operations of the conference services program 
including departmental special events and programs visiting campus.

•	 Performs other duties as assigned by administrative personnel.


