


RIVERVIEW SCHOOL

DORMITORY COORDINATOR JOB DESCRIPTION

(UFR Title #136 – Direct Care/Program Staff I)

(The dormitory Coordinator reports directly to the Residential Supervisors)
Job Summary

10-month (37-week), full-time position requiring maturity, initiative, trustworthiness, and a positive, proactive, student-oriented style.  Provide direct and ongoing supervision, support, and instruction to all assigned students (approximately 9-14), while overseeing and coordinating the day-to-day operations of the dormitory.  Establish a highly-structured and therapeutic dormitory environment designed to promote adolescent normalization while stressing the tenets of preventive discipline and positive reinforcement conducive to meeting the individual and collective needs of assigned students relative to their unique learning styles, social needs, and the fostering of independent living skills.


Desired qualifications include a degree in Human Services and prior employment within a residential setting (preferably at Riverview) directly servicing an adolescent and/or special education population.  A current valid driver's license, CORI clearance, and evidence of negative results from a TB test are required.

A.
Requirements
1.
Demonstrate understanding of the School philosophy, policies and procedures.

2.
Demonstrate effective time management and organizational skills.

3.
Demonstrate effective communication and interpersonal skill

4.
Comply with School, OSHA and Board of Health safety guidelines and training.

5.
Maintain current CPR, First Aid and Epi-pen certifications.

6.
Maintain professional attire and appearance per School dress code.
7.       Driving; both day and night driving is required. Vehicles may be a passenger car, van or small bus. (No special licensure is required)

8.      Chaperoning off campus activities including but not limited to the mall,theYMCA, CCCC and religious services.

9.       Dorm cleaning and the moving of furniture for cleaning purposes.

         10.      Addressing students personal hygiene matters. 

                The above stated requirements are essential elements of the job.

B.
Work Ethic

1.
Demonstrate initiative performing duties in a productive manner.

2.
Enhance teamwork and morale amongst all staff and departments.

3.
Process communication in a timely and confidential manner.

4.
Ask for and give assistance whenever the opportunity exists.

5.
Act in accordance with "en loco parentis" philosophy.

6.
At all times conduct self in a civil and professional manner.

B.
Work Ethic (Continued)


7.
Demonstrate reliability and flexibility working in various dorms and 
helping other departments as needed.

8.
Conduct oneself so as to promote and foster student's morale and ethical development.

C.
General Supervisory Responsibilities
1.
Emphasize the use of positive reinforcement and proactive strategies, provide assigned students with a residential environment which is well-supervised, safe, secure, productive, nurturing, and responsive to their unique learning and social needs.

2.
While providing each assigned student their needed level of supervision, actively interact with, provide positive reinforcement to, and set limits for students mindful of the "fairness" doctrine which dictates that services are delivered according to the individual needs of each student.

3.
Emphasize the tenets of Preventive Discipline while enforcing school and/or dormitory policies and procedures while creating and maintaining a highly structured residential environment that is also supportive and conducive to learning.

4.
Develop and implement dormitory and individual student routines and activities emphasizing structure, a positive "dorm chemistry," adolescent normalization, and the development of independent living and social skills while assuring a clean and orderly home-like environment.  Such routines need to include but are not limited to:  medical issues, room care, personal hygiene, activity sign-ups, laundry, shopping/budgeting, daily dorm meetings, homework, etc.

5.
Establish and maintain effective, consistent, timely, meaningful, and respectful communication with the parents of our students and any other adults/professionals involved in the welfare of the students, while being mindful of confidentiality.

6.
Establish and maintain effective, consistent, timely, meaningful, and respectful communication with all coworkers of every department, mindful of confidentiality.

7.
Complete all required documentation in a clear, concise, professional and timely manner (per Residential Handbook) including but not limited to:  quarterly reports, visiting student evaluations, incident/accident reports, Need to Knows and Telephone Contact forms, work orders, daily (shift-to-shift) communication forms and log book, and all weekly reporting requirements related to individualized student meetings, review of student personal development goals, and accounts of dorm staff meetings, activity sign-ups, and food orders, etc.

8.
Secure all medications at all times, dispensing medication and completing medication administration records (MAR’s) consistent with annual medication delegation training and guidelines.  Daily, pick up at and return to the Health Care Center, medication boxes, never to be left in the hands of the students.

9.
As needed and/or as assigned, provide each assigned student with the level of direct and ongoing supervision needed to assure their safety and emotional well-being (as well as that of other students).  While on duty, conduct oneself so as to provide a highly visible, vigilant, and interactive presence, especially during out-of-dorm and off-grounds activities, and during all transitions.

10.
Assess each assigned student in conjunction with coworkers, one's supervisor, and the student to the extent of his/her capability, to develop and prioritize individualized student personal development goals (PDG’s) and related strategies to successfully achieve such goals.  Review strategies and progress weekly with each student.  

11.
Participate actively in daily afternoon meetings with Head Teachers, Advisors and supervisors and team, departmental or dormitory meetings (weekly) so as to monitor and/or plan ways to maximize teamwork and each student's progress.

12.
Across all settings, provide the emotional support, safety, and physical care as needed to students experiencing seizure activity or requiring first aid, and provide non-violent crisis prevention and intervention for emotionally/behaviorally acting-out students consistent with related trainings.

13.
Participate in the orientation and training of new staff or volunteers and assist in the evaluation of Dormitory Assistants.

14.
Actively participate in all opportunities to more effectively understand and meet the needs of the students, the expectations of one's position, and that of the Riverview community.  Participate in all orientation, inservice, and staff trainings, and take full advantage of guidance, instruction and feedback provided over the course of one's shift and within meetings (at least monthly) with one's immediate supervisor.

15.
Participate readily when needed to help effectively respond to and manage emergency situations (e.g., staffing needs, severe weather conditions, evacuation, missing student).

16.
Assure that safety and security policies and procedures are followed at all times. Assisting in conducting monthly fire drills including at least one during overnight hours.  Secure the dorm (locking all doors) before going off duty and/or whenever leaving the building, being sure to shut off lights, electronics or appliances and turn down/off heat as is reasonable.

17.
Complete other assignments as given by a Residential Administrator or the Director of Programs including but not limited to day-to-day dormitory activity or student assignments, or on special occasions such as travel days, field trips, and Parents Weekend, and when involved in emergency management.

E.
Supervision
1.
Received from:
Director of Programs






Residential Supervisors

2.
Provided to:

All Residential Dormitory Assistants,







volunteers, and all students
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