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Assistant Housing Coordinator(s) – January 16 – August 17, 2007
Conference & Event Services

Supervisors: 
Shane Cutler, Shane.Cutler@uvm.edu

Phone: 656-0562



Heidi Cutroni, Heidi.Cutroni@uvm.edu

Phone: 656-7938

This internship will allow the student to work in a dynamic new department with a team of professionals to provide exceptional quality logistics coordination and implementation in support of conferences, events and programs.

With the addition of the new University Heights residential complex, Conference & Event Services will be offering up to two intern positions for spring semester that will transition into paid full-time summer positions ending mid-August.  The Assistant Housing Coordinators will report to the Summer Conference Coordinator.  The job responsibilities are to:
☻  
Co-manage the hiring process of summer staff:  advertise, interview, hire, train and supervise 7-11 summer program staff 
☻  
Assist with daily client correspondence via phone, mail, e-mail and fax

☻

Assist with contracts and liability insurance as they relate to summer conferences

☻  
Work with the Housing Coordinator to develop and implement a comprehensive week-long training for summer program staff at the end of May
☻
Work with the Housing Coordinator to create summer policies & procedures to maximize efficiency, encourage accuracy & ensure customer satisfaction

☻
Attend and participate in pre-conference season planning sessions with various departments across campus including Dining Services, Continuing Education, Orientation, Residential Life, Transportation & Parking, and Admissions

☻
Learn summer housing software program (Conference Programmer) and use it to maintain client information, track correspondence, block space, establish pricing, generate reports and prepare final invoices
☻
Manage the linen ordering process: work closely with housekeeping staff to monitor inventory, work with the linen vendor to schedule deliveries & pick-ups, work with the Business Manager to track invoices & work with the summer program staff to determine numbers, dates and locations for linen service
☻
Attend and participate in weekly service provider meetings & summer program staff meetings
☻
Assist the Housing Coordinator with conducting one-on-one meetings with the summer program staff on a weekly basis to monitor overall job performance & job satisfaction
☻
Share overnight and weekend on-call responsibilities with other Conference & Event Services (CAES) staff
☻
Assist with responding to emergencies, complaints, incidents, and problems from summer conference clients or guests
☻
Oversee summer conference desk at Simpson Hall and manage staff, scheduling, policies & procedures and mail distribution process
☻

Perform other related duties as assigned by the Housing Coordinator and/or Director of CAES
The summer compensation package for this position is as follows:

☺
Free summer room (May 20- August 18)


~Includes all utilities


~Ethernet hook-up



~Cable Ready



~Active telephone line



~Residential hall furniture



~Access to kitchen & laundry facilities
☺
Summer dining plan (TBD)
☺
$10.50-$11.00/hour

~37.5 hours/week May 21 through August 17
☺
Training, Education & Experience


~On-the-job training


~Experience interacting with numerous University departments

~Valuable Conference & Event Services experience 

~Fantastic resume building opportunity
If you are interested in the Assistant Housing Coordinator positions, please submit a cover letter and resume to:

Conference & Event Services

Marsh Hall, Room 009

31 Spear Street
Burlington, Vermont 05405
or e-mail it to Heidi.Cutroni@uvm.edu 
