OFFICE OF CONFERENCE SERVICES

APPLICATION FOR SUMMER 2013 EMPLOYMENT
=============================================
In order to be considered as a candidate, please submit a complete resume, cover letter and two letters of recommendation to Becky.Gabriel@hofstra.edu or deliver to Student Center room 112. Interviews will begin February 15, 2013. Get your application in early! The Last day to submit applications is March 15, 2013.
Thank you for taking the time to inquire about a summer position with the Office of Event Management/Conference Services. Last year, we experienced a very successful summer season. With the hiring of top-notch staff, we anticipate doing the same in the Summer of 2013.

Each summer, the University hosts thousands of guests from a variety of groups. It is the responsibility of our office to provide the operational services required to make each guest of the University feel right at home and to make each conference run as smoothly as possible.

The Conference Services Team serves our clients in many different ways, from making beds to coordinating their meeting facilities and arranging on-campus entertainment for the participants. If you are interested in working on campus this summer and are not afraid of hard work in return for a competitive salary and practical work experience, this may be the position for you!

In order to be considered as a candidate, please submit a complete resume, cover letter and two letters of recommendation to Becky.Gabriel@hofstra.edu or deliver to Student Center room 112. Please submit the resume and cover letter as soon as possible and letters of recommendation can be submitted later or brought to your interview. Get your application in early! The Last day to submit applications is March 15, 2013. Once we have received your application, you may be contacted to set up an interview. 
If you have any questions regarding the application process, please contact our office at 

(516) 463-5067.  
Thank you for your time and interest. 

OFFICE OF CONFERENCE SERVICES
*POSITION DESCRIPTIONS*


=============================================

The Conference Services Staff will be responsible for meeting the needs of conference groups and their participants housed at Hofstra throughout the summer. For each position listed below, residential staff and non-residential staff will be hired. Duties include but are not limited to the following: 

Guest Services Representative
· Assist Conference Coordinators with all facets of summer conferences

· Act as liaison between Conference groups and Hofstra Departments to ensure a successful conference experience for all conference guests
· Ensure conference groups are properly welcomed and assist with familiarity of the campus and community
· Facilitate last minute requests
· Perform clerical duties, such as, answering the telephone, sorting and distributing mail, limited typing and filing

· Assist in conference check-ins/outs, complete registration cards and issue/collect keys and identification cards to/from all registered participants as assigned

· Assist in the preparation of all residence hall keys prior to the arrival of a conference

· Prepare conference group housing by completing a quality check prior to check-in and post check-out, providing linen exchange and aiding in the correction of any problems associated with guest housing
· Assist other Conference Services and Event Management staff with any other duties deemed necessary
· FOR RESIDENTIAL EMPLOYEES: Responsible for all scheduled primary and secondary Night Duty shifts. You will be provided with a cell phone and 2 way radio when the office closes on the nights that you are scheduled for a primary shift. All phone calls will be forwarded to the cell phone and all must be answered. Questions must be answered and tasks (such as providing additional linen or checking a guest in or out) must be completed. The employee on the secondary shift will also receive a 2 way radio and will be available to assist you with any responsibilities for the night. All equipment must be returned to the Hospitality Desk when the office opens in the morning.
Field Team Supervisor

· Prepare conference group housing by completing a quality check prior to check-in and post check-out, providing linen exchange and aiding in the correction of any problems associated with guest housing

· Maintain an accurate inventory of linen supply 

· Assist in the coordination with laundry service collections and deliveries

· Assist in the overall supervision of the Field Team

· Assist other Conference Services and Event Management staff with any other duties deemed necessary
· FOR RESIDENTIAL EMPLOYEES: Responsible for all scheduled primary and secondary Night Duty shifts. You will be provided with a cell phone and 2 way radio when the office closes on the nights that you are scheduled for a primary shift. All phone calls will be forwarded to the cell phone and all must be answered. Questions must be answered and tasks (such as providing additional linen or checking a guest in or out) must be completed. The employee on the secondary shift will also receive a 2 way radio and will be available to assist you with any responsibilities for the night. All equipment must be returned to the Hospitality Desk when the office opens in the morning.
Key Team Supervisor

· Strong Attention to detail required

· Assist in the preparation of all residence hall keys prior to the arrival of each conference group

· Gather information regarding group’s check-in and check-out, including:

· Check-In/Check-Out Date, Time & Location

· Room Assignments

· Knowledge of group’s overall description- purpose, age range, gender- be prepared for any registration questions regarding assignments

· Manage Registration Desk

· Bring appropriate rooming list reports 

· Ensure keys have been gathered and checked in advance of registration

· Verify that registration tables and chairs have been requested in R25

· Arrive at registration site prior to check-in time to ensure registration is set-up correctly
· Ensure you have received all appropriate directional signs from Assistant Conference Coordinator

· Ensure road signage location requirements are met prior to registration 

· Maintain an accurate inventory of all residence hall keys and arranging for necessary lock changes and replacement of keys

· Assist in the overall supervision of the Key Team

· Assist other Conference Services and Event Management staff with any other duties deemed necessary
· FOR RESIDENTIAL EMPLOYEES: Responsible for all scheduled primary and secondary Night Duty shifts. You will be provided with a cell phone and 2 way radio when the office closes on the nights that you are scheduled for a primary shift. All phone calls will be forwarded to the cell phone and all must be answered. Questions must be answered and tasks (such as providing additional linen or checking a guest in or out) must be completed. The employee on the secondary shift will also receive a 2 way radio and will be available to assist you with any responsibilities for the night. All equipment must be returned to the Hospitality Desk when the office opens in the morning.
Hospitality Desk Team Supervisor

· Act as liaison between the Conference group and the Hofstra Departments to ensure a successful conference 

· Ensure conference groups are properly welcomed and assist with familiarity of the campus and community
· Open and close office during scheduled shifts
· Assist in the coordination of conference check-ins/outs, complete registration cards and issue/collect keys and identification cards to/from all registered participants as assigned

· Perform clerical duties, such as, answering the telephone, sorting and distributing mail, limited typing and filing.

· Maintain master key log and master keys 
· Maintain incident report log
· Assist in the overall supervision of the Hospitality Desk team and area
· Assist other Conference Services and Event Management staff with any other duties deemed necessary
· FOR RESIDENTIAL EMPLOYEES: Responsible for all scheduled primary and secondary Night Duty shifts. You will be provided with a cell phone and 2 way radio when the office closes on the nights that you are scheduled for a primary shift. All phone calls will be forwarded to the cell phone and all must be answered. Questions must be answered and tasks (such as providing additional linen or checking a guest in or out) must be completed. The employee on the secondary shift will also receive a 2 way radio and will be available to assist you with any responsibilities for the night. All equipment must be returned to the Hospitality Desk when the office opens in the morning.
Assistant Conference Coordinator

· Assist Conference Coordinators with all facets of summer conferences

· Act as liaison between the Conference group and the Hofstra Departments to ensure a successful conference

· Work directly with conference groups’ coordinators to facilitate requests prior to arrival and during each group’s stay 

· Coordinate signage orders and set up

· Assist in the coordination of conference check-ins/outs, complete registration cards and issue/collect keys and identification cards to/from all registered participants as assigned.

· Perform clerical duties, such as, answering the telephone, sorting and distributing mail, limited typing and filing

· Assist other Conference Services and Event Management staff with any other duties deemed necessary
· FOR RESIDENTIAL EMPLOYEES: Responsible for all scheduled primary and secondary Night Duty shifts. You will be provided with a cell phone and 2 way radio when the office closes on the nights that you are scheduled for a primary shift. All phone calls will be forwarded to the cell phone and all must be answered. Questions must be answered and tasks (such as providing additional linen or checking a guest in or out) must be completed. The employee on the secondary shift will also receive a 2 way radio and will be available to assist you with any responsibilities for the night. All equipment must be returned to the Hospitality Desk when the office opens in the morning.
REQUIREMENTS FOR ALL POSITIONS
· Must make Conference Services your first priority during your employment and be available to work according to your scheduled shifts.
· Must be available for the training session (TBA). 
· Must be a Hofstra student registered for the fall, 2013 semester.
· Must possess a positive attitude, strong customer service skills and a strong work ethic.
REQUIREMENTS FOR RESIDENTIAL STAFF POSITIONS
· Must be available to work throughout all three Summer Sessions. 
· Must commit to 30 hours per week.
· Must reside on campus for the summer and stay on campus overnight during scheduled Night Duty shifts.

· Must work weekends, evening hours and Night Duty when scheduled.
COMPENSATION

· Starting Salary for Conference Services Residential Representative, double or triple occupancy accommodations for Summer Sessions 1-3 and $7.25 per hour. 

· Starting Salary for Conference Services Residential Assistant Coordinators and Supervisors, double or triple occupancy accommodations for Summer Sessions 1-3 and $8.00 per hour.

· Starting Salary for Conference Services Non-Residential Representative, $8.75 per hour.

· Starting Salary for Conference Services Non-Residential Assistant Coordinators and Supervisors, $9.50 per hour.
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