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Department of Campus Life

Building Manager
      Pay Rate:
$8.30 / hour

Primary Work Locations:
Campus Center, Sheldon Hall, Hewitt Union

Work Hours:
Broad Range
Essential Functions
· Understand and accurately communicate general information about Campus Center programs, facilities and policies.
· Understand and accurately communicate general information about the College and campus events.
· Provide general information about the College and campus events.
· Open and close the Campus Center Welcome Desk.
· Ensure that the conduct and behavior of all patrons is consistent with College and building policies.
· Monitor and provide event support in buildings as assigned.
· Assist individuals and organizations by providing access to facilities reserved for their use.
· Review room set ups prior to event.
· Check room conditions prior to and after an event.
· Assist individuals and organizations as needed.
· Monitor all events taking place by making regular rounds of the building.
· Set AV as assigned, provide AV support as needed.
· Check AV and AV set ups prior to use and after an event –note any damages.
· Provide technical assistance to events as needed.
· Cheerfully greet guests to the Campus Center & Campus Community. 
· Answer Campus Center Welcome Desk telephone and direct calls to the appropriate person, office or department.
· Interact with guests in a friendly manner in-person and over the telephone.
· Restock literature displays with brochures and other printed information items as needed.
· Issue and collect recreation equipment in accordance with established policies and procedures.
· Catalog, organize and return lost and found items in accordance with established policies and procedures.
· Other appropriate duties as assigned.
Expectations

· Have extensive knowledge of the work location building’s hours, services, departments, spaces and programs
· Maintain a minimum 2.5 cumulative GPA throughout period of employment
· Maintain good judicial standing and history throughout period of employment
· Abide by departmental and campus policies
· Positive attitude & approachable
· Assertiveness
· Have a strong attention to detail
· Adhere to required dress code
Job Requirements

· Sign Employment Contract
· Must attend a week-long training session before school begins for the fall semester & another shorter session prior to the spring semester, as well as other training sessions and staff meetings as scheduled
· Commitment to the position
Supervision Received

· Work independently under the general direction of the Graduate Assistant and other Event Management staff.
Minimum Qualifications

· Excellent oral and written communication skills in the English language

· Exceptional customer service skills

· Have a desire to work in a team environment
How to Apply

· Interested applicants must complete a Department of Campus Life Building Manager Application.

