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Community Assistant Position Description 2025 - 2026 Academic Year

Reporting to a Community Director (CD) and Area Coordinator (AC), Community Assistants (CAs) are upper-class peer
leaders and mentors employed on a live-in basis to help fellow students adjust to the University environment and to help
provide a safe, supportive, and inclusive residential community. CAs are responsible for delivering a wide array of
support and engagement, including co-curricular initiatives designed to support student learning beyond the classroom.

The following position description addresses the general duties and responsibilities of the Rowan CA position. This
document does not cover all job expectations or specific procedures for completing these responsibilities. All CAs are
expected to review and abide by additional policies and specific procedures as outlined in staff training and described in
other documents, including, but not limited to: staff manuals, supervisors’ expectations, University expectations for
employees, University policies, and all local, state, and federal laws. CAs should contact their supervisor when and if
there is a need for clarification.

STUDENT DEVELOPMENT
Facilitating positive interactions with residents and amongst residents is integral
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G. Promote and enhance student programming and interaction among residents, staff, and faculty.

PROBLEM-SOLVING & CRITICAL THINKING
To achieve the goals of Residential Learning & University Housing, CAs must show care and respect for all students.
Responding to student concerns and crises allows RLUH staff to maintain a positive community while meeting individual
student needs. CAs are often the first line of response and support in managing and responding to student and community
concerns. CAs are expected to think critically and use sound judgment to determine appropriate action steps and
follow-up.

I. Policy Enforcement
A. Know University policies and how they pertain to the student residences
B. Report information regarding crimes in adherence with staff training and in compliance with all applicable

policies, regulations, and laws.
C. Serve as a:

a. Mandated Reporter for the protection of minors as defined by state law (NJ Rev Stat § 9:6-8.10
(2021)) and outlined by the University
(https://confluence.rowan.edu/display/POLICY/Protection+of+Minors)

b. Responsible Employee for reporting Title IX sexual harassment, sexual assault, and sexual misconduct
as the term has been adopted by the University (https://sites.rowan.edu/osec/responsible employee.html);
and

c. 3. Campus Security Authority for reporting certain crimes as defined by the Federal Clery Act and
outlined by the University (https://sites.rowan.edu/publicsafety/clery/csa/).

D. Abide by the Federal Education Rights and Privacy Act (FERPA) regarding the privacy and confidentiality of
student information that CAs have access to as a function of their role

E. Role model and abide by all applicable University policies as well as local, state, and federal laws
F. Address and document suspected/alleged violations of University policies and refer violations to supervisors

and/or police as appropriate
G. Deliver sensitive letters to students related to student disciplinary proceedings and other matters as assigned

II. Conflict Resolution
A. Help develop a community where students have concern and respect for the rights and experiences of themselves

and others
B. Educate students to resolve minor conflicts on their own effectively
C. Mediate resident conflicts as they arise
D. Notify a supervisor immediately of escalating conflicts

III. Crisis Response & Emergency Preparedness
A. Promote residents’ awareness of their surroundings and safety procedures
B. Complete health & fire safety inspections at least once a semester and as scheduled by supervisors
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K. Assist with planned and unplanned University events, initiatives, and emergency response situations
L. The CA position is live-in, and as such CAs are expected to sleep in their assigned room/suite/apartment each

night, except for time away approved in advance by the Community Director

Qualifications and Requirements:
➢ Must be able to perform all responsibilities and functions of the position for the full academic year (both fall and

spring semesters)
➢ Must reside in the assigned residence; CAs are also expected to make use of campus dining facilities regularly
➢ Possess leadership skills and ability to work in a team
➢ Possess effective communication skills to successfully approach people to mediate problem situations, to keep

supervisors appropriately informed, and to enforce policies
➢ Must be easily approachable, available, and able to establish rapport with residents
➢ Ability to exercise good judgment and discretion
➢ Must be able to attend all staff training sessions, events, meetings, and in-services
➢ Must be able to execute protocols, required tasks, and expectations as outlined in staff training with sufficient

proficiency while balancing all academic-related demands
➢ Must be a full-time student (enrolled in 12+ credits each semester) in good academic standing making reasonable
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https://confluence.rowan.edu/display/POLICY/Administrative+Policies
/procurement/opra_ferpa/#:~:text=The%20Family%20Educational%20Rights%20and%20Privacy%20Act%20(FERPA)%20(20,the%20U.S.%20Department%20of%20Education.
/publicsafety/clery/
/osec/titles/ix/
https://confluence.rowan.edu/display/POLICY/Protection+of+Minors#:~:text=Minors%20must%20not%20be%20left,ensure%20appropriate%20and%20continuous%20supervision.
/equity/#:~:text=Under%20this%20policy%2C%20forms%20of,union%20status%2C%20domestic%20partnership%20status%2C
/equity/_docs/policies/ada-accommodation-policy-and-process-packet.pdf
/accessibilityservices/forms.html
/equity/disruptive_behavior.html
https://www.rowan.edu/campus_life/health_safety.html
https://confluence.rowan.edu/display/POLICY/Alcohol+and+Other+Drugs+Policy
/wellness/health/healthforms.html
https://confluence.rowan.edu/display/POLICY/Acceptable+Use+Policy#:~:text=It%20is%20not%20permissible%20to,privileged%20or%20sensitive%20by%20ɫ������.
/consumer-disclosures/complaint-processes.html

