Orientation Assistants (OAs) 

Orientation involves constant change, reorganization, and evaluation.  OAs must be flexible and always ready and willing to make decisions, to take the initiative to accept new tasks or take on additional responsibilities. 

OAs are responsible for facilitating the transition of a group of approximately 25 first-year students representing multiple programs within the OAs College.  OAs are supervised by the Lead OA Supervisors and the Professional Staff and will also take direction at times from the Lead OA Coordinators.

OAs must be self-motivated; enthusiastic and spirited ambassadors of and for RIT, able to take direction from their supervisors; and have a sincere desire to make a difference in the lives of new first-year and transfer students and their families.  

Please note: the number of OAs hired for each college has not been determined at this time, as it is directly related to first-year enrollment.  

Responsibilities:

· Lead a small group of first-year students in your College and facilitate small group meetings that focus on teambuilding and acquainting new students with the RITs resources and programs.

· Actively participate in all Orientation training programs events which you are assigned to work.

· Assist with all aspects of the Orientation program, including preparation of orientation activities; set-up and tear-down; registration. 

· Meet with your first-year group daily and ensure that they are following their schedule and participating in all Orientation Program events.  All events are mandatory (including WOW events and “RRR” times) and it is expected that you will attend each event with your group.

· Contact students by phone and/or in person if they are late or absent from Orientation events.

· Use internal documentation procedure to notify your Lead OA Supervisor if your first-year students are having issues, including (but not limited to) not attending events, have special needs, are homesick or having other adjustment issues, are disruptive.

· Serve as a peer advisor and resource person when new students have a concern or problem.  Be knowledgeable of campus services and resources in order to provide referrals for new students and families.

· Assist students in understanding their academic responsibilities.

· Serve as a positive role model for new students by displaying the responsibility and maturity of an upper-class student.

· Other duties as determined by the Professional Staff.

Lead OA Coordinator

Orientation involves constant change, reorganization, and evaluation.  Lead OA Coordinators must be flexible and always ready and willing to make decisions, to take the initiative to accept new tasks or take on additional responsibilities. 

The Lead OA Coordinators are members of the Orientation Leadership Team.  While this position is not a highly visible one, it involves a great deal of interaction between the Orientation Assistant and professional staff and is critical to the success of the Orientation Program.  

The Lead OA Coordinators must be self-motivated, highly organized and detail-oriented, have the ability to work autonomously and as a member of a Team; able to work under pressure in a fast-paced environment; take direction from their supervisors and give direction to the Orientation Assistant Team; and have a sincere desire to make a difference in the lives of new first-year and transfer students and their families.  

Lead OA Coordinators will not be responsible for a group of first-year students and are supervised by the Professional Staff.  The number of Lead OA Coordinators that we plan to hire has not been determined, but will be based on the quality of our applicant pool as well as anticipated staffing changes in the Professional Staff.  College affiliation will not be a factor in our hiring decisions; however, preference will be given to candidates who have previously served as Orientation Assistants.

Responsibilities:

· Assist the Professional staff in the coordination and implementation of all aspects of the New Student Orientation Program, including the preparation of materials, implementation of programs, events, activities, and other assigned duties.

· Serve as the primary point of contact and manager of the Orientation Program office during the week of Orientation; responsible for opening and closing the office daily.  

· Oversight of event logistics during programs including (but not limited to) New Student Convocation, Meet Your OA, College programs, Two Worlds Together, College Life 101, Digital Self-Defense and WOW events.

· Supervise the Siblings Room, including set-up and tear-down.

· Assist with first-year and transfer student Orientation registration including making nametags and organizing give-aways.

· Shuttle students and family members utilizing the mobility golf cart during the Family Program; shuttle students utilizing RIT vans to and from the Red Barn.

· Coordinate daily internal signage.

· Assist with the scheduling of OA Assignments utilizing the database created for scheduling.

· Manage Orientation equipment, including name tags, golf carts and radios.  

· Attend OA Kickoff event in April.

· Attend RIT Leadership Institute Conference in April.  

· Assist with the facilitation of the Orientation Assistant Group Process Days on March 17 and March 25, 2006.

· Attend and actively participate in Orientation Assistant training activities. 

· Other duties as determined by the Professional Staff.

Lead OA Supervisor

Orientation involves constant change, reorganization, and evaluation.  Lead OA Supervisors must be flexible and always ready and willing to make decisions, take the initiative to accept new tasks or take on additional responsibilities. 

The Lead OA Supervisors are members of the Orientation Leadership Team.  The Lead OA Supervisors must be self-motivated; highly organized and detail oriented; creative; able to take direction from their supervisors and give direction to the Orientation Assistant Team; supervise and hold their Orientation Assistant Team accountable; and have a sincere desire to make a difference in the lives of new first-year and transfer students and their families.  

Lead OA Supervisors will not be responsible for a group of first-year students and are supervised by the Professional Staff.  10 Lead OA Supervisors will be hired.  There will be 2 Lead OA Supervisors in the following colleges: GCCIS, KGCOE, and CIAS.  There will be 1 Lead OA Supervisor in the following colleges: COS, COLA, COB, and CAST.  College affiliation will be a factor in hiring decisions and preference will be given to candidates who have previously served as Orientation Assistants.  

Please note: the number of Lead OA Supervisors may increase should first-year enrollment increase beyond enrollment projected in November 2006.  

Responsibilities:

· Lead OA Supervisors work with the Professional staff to provide supervision, leadership to their OA Team, including holding peers accountable and responsible for duties and tasks, providing peers with positive and constructive feedback and addressing peers as deemed necessary.  

· Serve as positive role models for OAs, assisting with and encouraging responsible decision making.  

· Attend and participate in Orientation Assistant training activities. 

· Other duties as determined by the Professional Staff.

· Organize, coordinate and communicate with their OAs including facilitating daily “staff circles”.

· Facilitate programs during Orientation, including (but not limited to), College Life 101 and SpiRITs.

· Assist w/ the facilitation of OA training, including team builders and “Behind Closed Doors” activity.

· Advise OAs regarding first-year student concerns, including managing Student Concern Logs and consulting with and communicating serious concerns to Professional Staff.

· Assist OA staff with contacting first-year students by phone and in person regarding attendance at Orientation events.  

· Attend College Day events with OAs and first-year students; provide College Representatives and faculty/staff with assistance.

· Attend/coordinate all College Rest, Relax and Rejuvenate (“RRR”) activities.

· Oversight of WOW event logistics.

· Assist with the coordination of the “Meet Your OA” event.

· Meet with College Representatives during spring quarter to discus plans for College Orientation events.

· Attend OA Kickoff event in April and first “staff circle” (following Kickoff) to begin planning OA training.

· Attend RIT Leadership Institute Conference in April.  

· May be asked to take responsibility for a first-year student group at any time should an Orientation Assistant resign, be terminated, become ill or at the discretion of the Professional Staff.

· Assist with the facilitation of the Orientation Assistant Group Process Days on March 17 and March 25, 2006.

· Attend and actively participate in Orientation Assistant training activities. 

· Other duties as determined by the Professional Staff.

Commuter Designate

Given the varying needs of commuter students and residential students, first-year commuter students are assigned by College to one group so the OA assigned to lead that group can more effectively facilitate a “common” and shared Orientation and RIT experience for their students and promote interactions among fellow commuters.  The Commuter Designate must be an Orientation Assistant who has lived off campus and commuted to RIT for at least 2 quarters.  

ASL Designate

Deaf and heard-of hearing students enrolled in one of the 7 RIT colleges (also known as cross-registered students) participate in the RIT Orientation (not the NTID Summer Vestibule Program.  Deaf and hard-of-hearing students are assigned by College to one group with other hearing students from that College; the ASL Designate is responsible for this “mainstreamed” group of students.  
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