
Summer Housing Student Assistant Job Description & Contract 

Position Title: Summer Housing Student Assistant 
 
Department: TCU Housing & Residence Life 
 
Supervisor 1: Kendra Klaerner 
Graduate Assistant for Central Office & Leadership 
 
Supervisor 2: Missy Draper 
Assistant Director of Housing 
 
Time Commitment: 8-20 Hours Per Week 
Summer Schedule: May, June, July, & August  
 
 
Position Summary:  

The Housing Student Assistant (HSA) position is a student leadership opportunity in the Office 
of Housing & Residence Life (HRL). The primary responsibilities of the HSA are to serve as a 
customer service representative for HRL, work as a receptionist for the front desk in the Central 
Office, and articulate policies, services and resources provided by HRL and TCU as a whole to 
students, parents, faculty, staff, and other guests. In addition, the HSA will be responsible for 
light office work such as filing, data entry, and running errands to various campus departments. 
Other duties may be assigned as needed to fulfill departmental needs.HSAs are selected based 
on their intellect, leadership qualities, willingness to assume responsibilities, and ability to relate 
to residents, students, parents, and other guests.  

Duties & Responsibilities: 

- Screening and directing phone calls to the Central Office, staff, and campus partners 
- Answering questions from students, parents, and campus partners about Housing & 

Residence Life and TCU  
- Reaching out to students and parents when communication is needed 
- Providing “Purple Carpet” customer service to visitors, callers, and campus partners 
- Filing emails and operating our StarRez web system 
- Sorting and delivering mail/packages to Housing & Residence Life staff across campus 
- Assisting Central Office with daily operations alongside the Administrative Assistant, 

Graduate Assistant, and other Central Office staff 
- Attending seasonal training to prepare for large department events and programs 
- Other duties as assigned by office staff and leadership team members 
- Adhere to the dress code outlined for this position by the department 

 
 
Minimum Requirements & Expectations: 

- At least eight hours per week, not to exceed 40 hours* 
- Prioritize attendance and work to balance commitments 
- Good interpersonal communication and customer service skills 
- 2.5+ Semester GPA 
- Good standing with TCU (Judicially and Financially) 

 
* Exceptions may be approved by a supervisor on a case-by-case basis. 
 



Housing Student Assistant Job Contact       2 

Knowledge, Skills & Abilities:  
- Familiarity with customer service techniques 
- Knowledge of office practices, procedures, and equipment 
- Proficiency with Microsoft Office, including Word, Excel, Outlook, and PowerPoint 
- Skilled in problem-solving and communicating resolutions 
- Skilled in interpersonal relationships, including using tact, patience, and courtesy 
- Ability to support prospective student and parent inquiries by phone or in person 
- Ability to draft grammatically correct correspondence 
- Ability to evaluate and make recommendations to improve operations 
- Ability to process and handle confidential information with discretion 
- Ability to organize and coordinate work, including attention to detail and quality 

 
 
Compensation: 

- Starting Pay at $10.00/hour 
- Summer Housing 
- Dining Plan 

 
 
AA/EEO Statement: 
 
As an AA/EEO employer, TCU recruits, hires, and promotes qualified persons in all job 
classifications without regard to age, race, color, religion, sex, sexual orientation, gender, 
gender identity, gender expression, national origin, ethnic origin, disability, genetic information, 
covered veteran status, or any other basis protected by law. 
 
Photo Release: 
I give permission for the department to use my image for the following (initial all that apply): 
____ Staff Rosters 
____ Website design 
____ Social media & advertisement 
 
Acknowledgement Receipt: 
 
I acknowledge and agree to the description and responsibilities listed above. I understand that 
my employment and compensation depend on my ability to uphold the minimum requirements, 
and that my employment may be terminated with or without cause or notice. I acknowledge and 
agree to be employed in this position from _______________________ to either my graduation 
or decision to leave is made by me, my supervisor, or the university due to falling into less than 
good standing. 
 
 
Signature ______________________________________  Date___________________ 
 
Supervisor Signature _____________________________  Date___________________ 


