
 
 
 
 
 

Job Title:      Resident Assistant 
Hours per week:   20 
Number of positions:  1 
Length of Employment:  September 22, 2021 – May 13, 2022 

(Academic progress must be met every semester to continue) 
 
Pay rate:    $10.50 
Supervisor Name:   Leslie Romero, Associate Dean of Students 
Method of Contact:   leslie.romero@iaia.edu or In-Person 
Department Name & Code:  302 
Location:    Residence Center 
Classification:   Federal/State or Institutional Work-Study  
Employer Name/Address:  IAIA 83 Avan Nu Po Road, Santa Fe, NM 87508 
 
Purpose/Role:  Studio/ Classroom Assistant/monitor is responsible for general maintenance of 
the studio or classroom space and supporting faculty/students, as well as managing studio 
classroom hours including those when Faculty/ Staff supervisor is not present. *  
*Due to current pandemic this position may be supervised remotely. 
 
Job Description/Responsibilities:   
The Residence Assistant reports to the Housing Director.  The Residence Assistant is 
responsible to report any damage in the housing area to the Head Staff, enforce the rules and 
regulations of the residential living section of the IAIA Student Handbook, ensure the safety of 
students, demonstrate a lifestyle consistent with the objectives of the residential community 
rules and regulations, serve as a resource for students through regular contact and housing 
group meetings, and make recommendations to improve the quality of life in the residential 
units. 
 
ESSENTIAL FUNCTIONS 

• Attend mandatory RA training during the week before orientation at the beginning of 
each semester and any other assigned training. 

• Greet new and returning students at the beginning of each semester. 
• Serve as a student facilitator in orientation activities. 
• Serve as a leader to an assigned group of housing students. 
• Serve as a mentor to the new students in housing group. 
• Perform general office duties in the housing office. 
• Distribute student packets. 
• Collect and distribute student mail. 
• Check residents in/out of the rooms and residential units. 
• Inventory residential rooms before and after each semester. 
• Be responsible for periodic housing group meetings to provide training, collect and 

disseminate information. 
• Be aware of students’ social and emotional well-being, and refer students to appropriate 

resources for assistance. 
• Maintain in confidence information regarding the students or staff.  The exception to the 

requirement involves legal requirements of disclosure by signing a contract of 
confidentiality. 

• Responsible to manage time between school and work and work study responsibilities. 
• Enforce the rules and regulations of the Residential Living section of the Student 

Handbook.  Submit written incidents to the Housing Director. 
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• Maintain a log of all overnight visitors in the housing area. 
• Complete and submit work orders requested by students. 
• Attend regular residential staff meetings. 
• Assist other RAs in monthly health and safety inspections of housing apartments and 

rooms 
• Complete a survey of the RA program at the end of each semester. 
• Be on call during nights and weekends on an agreed upon schedule among Residential 

Manager and other RAs.  
 
MINIMUM REQUIREMENTS 

• Full-time enrolled residential student 
• Maintain a 2.5 GPA during term of employment.  Failure to do so will result in probation 

for a period of 30 days. 
• Ability to arrive on campus up to two weeks before the beginning of the fall semester and 

one week before the beginning of the spring semester to attend training and new student 
orientation.  Ability to stay on campus at least 2 days past the official closing of student 
housing to assist in the inventory and closing of the housing units. 

 
OTHER CONDITIONS 

• Must not be involved in any violation of the Institute of American Indian Arts’ policies or 
State or Federal Law. 

• Any violation of the IAIA policies concerning alcohol or controlled substances will result 
in the immediate dismissal of the Resident Assistant 

• Other administrative procedures shall be addressed as they arise with proper 
consultation as determined by the Housing Director and Dean of Students. 

 
General Qualifications: 
- Familiarity with Calendly Scheduler 
- Ability to uphold and support studio/ classroom Covid precautions/ requirements 
- Excellent written and verbal skills  
- Organized systems thinker  
- Exceptional communication skills  
- Flexible, ready for change 
- Natural relationship builder  
- Physical Demands: able to sit, stand, ascend or descend ladders/stairs, and lifting and 

lowering 25lb.   
 
Evaluation Procedure(s) and Schedule:  Work-Study Performance Evaluation form provided 
in IAIA Work-Study Manual for Students (page 14). 
 
 
 
 
 


