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Office of Residence Life
Job Description
Title:  Peer Advisor
Relationship:	
Peer Advisors report directly to the Residence Life Coordinator of the hall to which they are assigned and ultimately to the Director of Residence Life.

Basic Function:	

The Peer Advisor, together with the RLC, is responsible for translating the overall philosophy and objectives of the SPU residence life program into a practical and meaningful set of services, activities, and programs for students living within their residential area.  Within this framework, the Peer Advisor is a helping‑oriented student who is a University para-professional staff member. The Peer Advisor's primary role is to serve as a helping and/or resource person for students, Residence Life staff, and other University personnel. The Peer Advisor often represents the Office of Residence Life and is expected to promote an environment in the residential community that fosters educational achievement and personal growth. Interpretation of the University's purposes, objectives, policies, and standards is a vital function of the Peer Advisor.
Expectations:
1. Peer Advisors arrive approximately three weeks before classes begin in the Fall for training and preparation of the halls prior to occupancy by students.  PAs are expected to be on duty three hours prior to the opening of the residence halls each quarter.  At the end of the quarter, PAs are to remain on campus until 5:00 p.m. on the day the residence halls close.  The only exception to this is Spring Quarter.  At that time, all PAs are required to remain on campus until 5:00 p.m. on the day following the last check‑out to complete necessary work.
2. Peer Advisors are expected to spend a minimum of twenty hours per week in job-related activities.  This includes five hours of staff contact and at least fifteen hours of student contact.  Beyond this, Peer Advisors are also responsible for being on duty in the building as assigned.  Staff contact includes enrollment in and successful completion of the Peer Advisor Class (Student Leadership and Service II-PA, GS 3418; and PA Workshop, GS 3419), in-service training sessions throughout the school year, the staff selection process, and attendance at any staff meeting called by your RLC or the Director of Residence Life.  It also includes hall staff time: one to three hours with your hall staff and usually one hour individually with your RLC each week.
3. Employment over and above the role of the PA is discouraged.  Special permission to work or be involved in other time-consuming activities is granted by the RLC and the Director of Residence Life.
Compensation:
Peer Advisor compensation includes a scholarship equivalent to room and board costs for the contract period.  For those receiving financial aid, the scholarship will be computed as part of the students’ financial aid package and distributed in the form of a credit to their account each quarter.
*** We recommend that you contact the Financial Aid office in order to determine the possible impact of the scholarship to your particular financial situation.  
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Office of Residence Life
Job Description
Characteristic Duties and Responsibilities:
A. Work with Students

1. Serve as a peer counselor and resource to students within individual and group contexts, especially assisting students to develop effective decision‑making skills.
2. Be available to residents on a daily basis during the peak hours of floor activity, which includes spending three out of four weekends each month on campus.
3. Set a tone in your residential area that promotes civility, respect, and acceptance of differences.
4. Work to develop and maintain the sense of community in your living area.  This includes attending to such matters as physical condition, noise level, cleanliness, bulletin boards, floor activities, consideration of resident’s rights, etc.
5. Assist the RLC's in managing disciplinary and crisis situations. The Peer Advisor's role is varied and often consists of the following: confrontation, policy clarification, counseling, referral, and provision of written documentation of incidents, keeping all information seen and/or heard confidential.
6. Plan and promote programs designed to help meet the cultural, social, intellectual, spiritual, emotional, vocational, and physical needs of students.
7. Act as the primary source of continuing orientation for students, particularly freshmen and transfers.
8. Assist other staff members with the check‑in and check‑out process of residents at the beginning and end of each quarter.
9. Provide leadership for their residential area by planning regular residential area meetings.
10. Implement living-area fire, accident, security, and emergency procedures to ensure the safety, welfare, and health of the residents.

B. Administrative Responsibilities

1. Assist other Peer Advisors and Residence Life Coordinators in certain administrative aspects of operating their living area (i.e., distributing and collecting information, coordinating maintenance requests, monitoring custodial services, etc.).
2. Attend and participate in all Peer Advisor training programs: Spring Class, Fall Training, Fall Class, and quarterly in-service sessions.
3. Assume duty coverage responsibilities for their living area on a rotating basis with other staff members.	
4. Be proficient in resident check-in and check-out procedures at the beginning and end of each quarter and coordinate room change requests throughout the year within your specific living area.
5. Assume other responsibilities related to the residence hall program as assigned by the RLC or the Office of Residence Life.
6. Turn in all requested paperwork paying attention to details and date requested.
7. Read and be familiar with information in the Peer Advisor Training manual, The Bottom Line.
8. Have an awareness and understanding of policies and regulations governing students at Seattle Pacific, and as an individual adhere to them.
9. Confront and report to the RLC all student behavior that conflicts with University standards.
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 (Please type or print neatly)
General Information:
Name 								 		Date of Birth      /     /___      
SPU ID#        -            -             				Mailstop #			 
Class Status (as of Fall 2012)				 	Date Entered SPU			 
Major____________________ 					Overall GPA		                                                                                           
Current On-Campus Room/Apt. ____________________________________________________
(or) Off-Campus Address_________________________________________________________
					  _________________________________________________________
Cell Phone			 Home/Campus Phone			Email							
Historical and Biographical Information:
Halls/Floors Where You have Lived at SPU:		Quarters You Lived There:			PA's Name:
																			
																			
 																			

Have you ever attended another college or university?        Yes       No
If yes, when and where? 														                                                                                                               
Do you plan to graduate from SPU?         Yes        No     
If yes, anticipated date of graduation is: 	 	___20	__ 
How did you hear about the PA Position?
	Posters around campus
	Info table in SUB 
	A friend recommended me
	PA recommended me
	Faculty/Staff recommended me
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Short-Answer Responses: After reviewing the Peer Advisor job description, please respond to the following questions. Please thoughtfully consider each question. Responses should be typed and be no more than one full page for each question. 
		
1. Reason for application: Please describe why you are interested in the Peer Advisor position.

2. Leadership experience: Describe a previous leadership experience or team involvement you have had over the past several years.  Please identify three leadership characteristics that you utilized in that experience and give specific examples of each.   


3. Personal growth: Identify and describe two areas of your life in which you would like to see growth or improvement.

4. Christian beliefs: Please provide a summary statement of your Christian beliefs.  Briefly describe what you have recently been learning in your Christian life.


5. Diversity & Cultural awareness:  Please answer one of the following questions:
a. What do you believe is the role of the PA in helping facilitate awareness about issues of diversity?  What ways would you encourage residents to engage around this topic? 
b. Tell us what has shaped your own cultural identity.  How will it influence the way you lead a diverse population of students?

Freshman applicants only: Recognizing the responsibilities associated with the Peer Advisor position and your class status, please explain your ability and qualifications to lead a floor of freshman and returning students in your second year at SPU. 

Essay: Please write a 2-page essay addressing the following questions and attach it to your application. It should be typed and double-spaced.

What do you perceive are three necessary elements of a living-learning community? How do you see the role of the PA in fostering the social, spiritual, and academic development of the whole person? 
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Time Commitments: The PA position is considered a full-time job (20 hours per week). Due to the time commitment, we typically ask candidates to refrain from accepting other commitments that may interfere or compete with job requirements. 
Please list all the activities in which you plan to be involved in next year if you are selected to be a Peer Advisor.  Include commitments such as involvement in a Bible study, church or church activities, intramurals, ASSP, intercollegiate athletics, student teaching, internships, etc., and give an estimate of your weekly time commitment to each activity.
		Activity					Weekly Time Commitment
		Peer Advisor						20 hours
		Classes (average)					15 hours
		Eating & Sleeping					66 hours
		Free time/time alone				     hours              
		Study time 						     hours              
		                         						     hours              
		                         						     hours              
		                         						     hours              
		                         						     hours              
		                         						     hours              
		                         						     hours              

								TOTAL	168 hours   (7 days x 24 hours)
If you are hired, this weekly time commitment may be referenced to assess and discuss time management.
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Interview Availability:  Individual interviews will be held on February 15, 16, and 17.  (Note: Monday, February 20 is President's Day).  Please indicate below at least four times when you would be available to interview during these days.  We will make every effort to assign you an interview appointment during times you indicate that you are available.  You will receive notification of your interview appointment date and time on February 6.
Name: ____________________________   Current Residential Area: _______________________
Circle “Yes” if you can meet at that time, “No” if you cannot.
Wednesday, February 15, 2012
	5-5:45pm
	
	5:45-6:30pm
	
	6:30-7:15pm
	
	7:15-8pm
	
	8-8:45pm

	Yes
	No
	
	Yes
	No
	
	Yes
	No
	
	Yes
	No
	
	Yes
	No



Thursday, February 16, 2012
	5-5:45pm
	
	5:45-6:30pm
	
	6:30-7:15pm
	
	7:15-8pm
	
	8-8:45pm

	Yes
	No
	
	Yes
	No
	
	Yes
	No
	
	Yes
	No
	
	Yes
	No




Friday, February 17, 2012
	5-5:45pm
	
	5:45-6:30pm
	
	6:30-7:15pm
	
	7:15-8pm
	
	8-8:45pm

	Yes
	No
	
	Yes
	No
	
	Yes
	No
	
	Yes
	No
	
	Yes
	No



In an effort to schedule impartial interviews, the committee will arrange your interview with RLCs and PAs who do not already have a relationship with you.  
Please indicate the names of any current RLCs who know you well:
______________________________________________________________________________________________________________________
Please indicate the names of any current PAs who know you well:
____________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________
If you have scheduling conflicts and are unable to interview on any of these dates, please email Annabell DuMez at adumez@spu.edu. 
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Personal References:  Three references are to be completed. Please download the Reference Forms available on the Residence Life website: http://www.spu.edu/depts/reslife/residential/peeradvisor.asp
1. one must be completed by your Peer Advisor (You may ask a former Peer Advisor if you do not currently live on campus)
2.  one by an SPU faculty or staff employee (RLCs not eligible)
3. one by a person of your choosing, other than a relative, who knows you well enough to give us a meaningful evaluation of your skills and character.  
* If you have not lived on campus, please ask another personal reference instead of a current or previous Peer Advisor. 
						 (
PA: ______________________________________________
________
Faculty/Staff: _____________________________________
_____
Other (professional references preferred)
:
_________________________
________________________
__________
)
References must be received by the Office of Residence Life (on the second floor of the SUB) by 5:00 p.m. Thursday, January 26, 2012 or your application may be withdrawn from further consideration in the Peer Advisor Selection Process.  It is your responsibility to make sure that your references are turned in by the deadline.  For our information, please list the names of the people to whom you will be sending reference forms.

Please Note: The information contained on the completed reference forms is considered CONFIDENTIALand will not be available for review by the applicant or any other individual who is not directly involved in the Peer Advisor Selection Process.
Have all references sent to:		PA Selection Committee
							Office of Residence Life
							Seattle Pacific University
							3307 Third Avenue West, Suite 213
							Seattle, WA 98119-1997
			 
		          or faxed to: 		(206) 281-2333
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Student Waiver:  
I,                                                                          , hereby grant permission to the Office of Residence Life to review my student records (academic and disciplinary) to verify the fact that I meet the minimum qualifications for a Peer Advisor position at Seattle Pacific University.  I understand that this information will be used for the sole purpose of the Peer Advisor Selection process and that it will remain confidential.

[bookmark: _GoBack]Date:                                                 	

SPU ID #:                                                    	

Cell Phone:                               	

Signature:										                  
                          

If you have transfer credits to be considered, please list the names of the institutions:

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________



The information provided in this application is true and accurate as I have presented it.
Signature                                                                  Date_____________________             



Please turn in pages 3-8 of the application packet no later than 5:00pm on January 26, 2012.
