
Central Washington University 

UNIVERSITY HOUSING AND 
NEW STUDENT PROGRAMS

ABOUT CWU
Central Washington University is a 
comprehensive, master’s degree-granting 
institution that provides high quality 
programs to more than 13,000 people at 
eight locations. 

University Housing has 19 residence halls 
and four apartment complexes which 
house 3,100 students combined.

Founded in 1891, the Ellensburg campus is 
located in the heart of Washington State, 
nestled between the Cascade Mountains 
and the Columbia River, and just 1.5 hours 
from Seattle. Since 1975, CWU has served 
the needs of place bound students at its 
campus locations statewide. 

ABOUT ELLENSBURG
Located in the beautiful Kittitas Valley, 
Ellensburg is home to year-round 
recreational activities, numerous events, 
excellent shopping and dining, and 
a variety of performing and visual 
arts. Ellensburg has become a popular 
hub for concerts at the nearby Gorge 
Amphitheatre, water skiing on the 
Columbia River, golf at the Suncadia 
Prospector Course, fly fishing, river rafting, 
snowmobiling, and cross country skiing. 
Ellensburg’s historic district offers a wide 
variety of cultural activities, eclectic shops, 
galleries, pubs and restaurants.

POSITION ANNOUNCEMENT: 
RESIDENCE HALL COORDINATOR

JOB SUMMARY
Responsible for the daily management and operation of a residential area of 
one to six halls. Coordinate administrative, assessment, maintenance, community 
development and conduct responsibilities for a residential community. Directly 
supervise a student staff of 11–26, consisting of Residence Hall Managers 
(RHMs), Resident Assistants (RAs) and Community Programmers (CPs). Participate 
in student behavioral interventions using a restorative justice approach; provide 
on call coverage; facilitate residence hall programming efforts; support student 
academic success and leadership development. Assist with departmental 
initiatives including student staff selection, training and evaluation. Respond 
independently to emergency situations and coordinate departmental responses.

WORKING CONDITIONS
This is a live-in position requiring on-call responsibilities. Daily work is conducted 
in an office setting with site visits to assigned area residence halls, student 
rooms, common areas, and community rooms. On-call responsibilities may 
be conducted in the same areas with the possibility of response to situations 
outdoors. Some weekend hours may be assigned as needed. As a condition of 
employment, the incumbent will be required to live on campus in an assigned 
building and must periodically dine in campus dining facilities during the 
appointment period.

hOW TO AppLY 
To apply for this position, you must complete the on-line Human Resources 
application at www.cwu.edu/hr and attach:

A letter of application clearly demonstrating how education and experience: 
(a) meet the required qualifications, and (b) demonstrate ability to perform 
the responsibilities as described; 

Resume; and 

Names and contact information for three references. 
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k ELLENSBURG

SEATTLE SPOKANE

Please see full position details inside.

If you have any questions regarding this position, please contact: 
Kim Olsen, University Housing and New Student Programs, at 509-963-1324.

Please contact Human Resources at AskHr@cwu.edu or 509-963-1202 if you 
require technical assistance with the on-line application process. 

   

  

  

 

 

  

 

 

  

 

 

  

 

 

  
 

 

  

 

 

  

 

 

  

 

 

At Central Washington University 
we place special emphasis on each 
student’s first year. Through research 
and our own experience, we know 
that the foundations built during the 
freshman year are key to a student’s 
success. Once students are admitted 
to Central Washington University 
(CWU), First Year Experience (FYE) 
picks up where the Admissions 
Office leaves off – they’ll see us at 
orientation, summer programs, and 
initiatives throughout their first year. 
Making the commitment to spend 
their college career at a university is 
a major decision. With this in mind, 
it only makes sense that the CWU 
community welcomes students by 
providing a comprehensive guide to 
their first year. It is guaranteed to 
increase their success at CWU. That’s 
why Central Washington University 
has created a comprehensive First 
Year Experience (FYE).

EQUAL OPPORTUNITY POLICIES
CWU’s policies and practices affirm and actively promote the rights of 
all individuals to equal opportunity in education and employment without 
regard to their race, color, creed, religion, national origin, sex, sexual 
orientation, gender identity and gender expression, age, marital status, 
disability, or status as protected veterans. The University administers an 
affirmative action program for employment purposes and complies with 
applicable federal, state and local laws, regulations and executive orders. 
Policy statements on affirmative action, gender equity, sexual harassment 
and discrimination grievance procedures are located at http://www.cwu.
edu/resources-reports/. The person responsible for institutional compliance 
with most federal and state laws and institutional policies dealing with 
discrimination is Gail Farmer, Administrator, Equal Opportunity, Bouillon 
205, 509-963-2206. For information and resources regarding Disability 
Support Services and ADA compliance, please contact Staci Sleigh-
Layman, Director, Human Resources at 509-963-1256.



Residence Hall Coordinator
REqUIRED qUALIfICATIONS

Bachelor’s degree (to be completed by time of hire); 

A minimum of two academic years student residence hall leadership experience or 
student affairs related experience OR one academic year of professional experience in a 
residence hall setting or student affairs related position; 

Well-developed interpersonal communication skills, including oral and written 
communication; 

Experience that illustrates an understanding of diversity issues; 

Evidence of ability to work effectively with people from diverse backgrounds and the 
ability to foster communities that support diversity.

pREfERRED qUALIfICATIONS
Master’s Degree in Higher Education or related field; 

Experience working within a living learning community with specific programmatic 
requirements; 

Experience with the following responsibilities: 
- supervision of student staff 
- interpersonal counseling 
- behavioral interventions 
- program coordination 
- recruitment and training for student groups 
- live-in residential experience; 

Computer skills with word processing familiarity.  

JOB DUTIES
RESIDENTIAL STUDENT COUNSELING
Provides behavioral intervention to students including counseling, mediation, problem 
solving, policy incidents and referrals of individuals or groups of students regarding 
personal concerns, academic needs, or policies

Serves as an on call-duty rotation with residence life that serves as immediate contact 
and responder for students and university officials

Responds to and supports medical, safety and security emergencies and to students in 
personal crisis as needed. Serves as departmental representative in these situations and 
exercises independent judgment with response and communication to supervisor

Reviews incident reports, follows-up with students involved in documented incidents, 
determines various levels of behavioral sanctions and enters incident report data into 
computer records

Seeks consultation regarding behavior interventions and refers high-level incidents to 
Assistant Director of UH & NSP or designee

Advises and facilitates residence leadership council

Facilitates student, resources and support networks among residents

Presents resident orientations and educational programs relating to safety, wellness, 
alcohol, drugs, career paths etc., to the residential area communities
Interprets, and counsels students on university policy violations and determines 
educational sanctions and or responsibilities for policy and behavioral infractions that 
best meet student needs, and contractual obligations to the University

Develops, maintains and facilitates participation in activities directed toward residential 
communities that value and support diversity, multiculturalism and inclusiveness
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UNIVERSITY hOUSING AND NEW STUDENT 
pROGRAMS: OUR MISSION
The Office of University Housing and 
New Student Programs develops premier 
residential communities and programs that 
promote student learning and personal 
development. Our co-curricular practices 
and partnerships help students acclimate 
to the University environment, augment 
classroom instruction, and prepare students 
to become lifelong learners. Students 
involved in our programs are challenged 
to grow in the areas of personal wellness, 
integrity, and responsible citizenship as 
well as become culturally and academically 
competent. 

AppOINTMENT
Central Washington University provides all 
of its civil service exempt employees with 
a generous benefits package that includes 
health insurance, retirement, 12 days of 
sick leave per year, 11 paid holidays per 
year and a vacation plan of 22 days per 
year. 

This is currently a 12-month position with a 
July 1st start date. 

SALARY
$30,000
Furnished 2-bedroom apartment
& Board - $400/mo

pROfESSIONAL DEVELOpMENT
University Housing and New Student 
Programs is committed to supporting 
and developing the students, as well as 
the professional staff. Our competency 
development model explores 14 areas 
in which a Residence Life professional 
can expect to learn and develop. As 
Housing professionals and Student Affairs 
administrators we strive to develop the 
whole student, and as a department we 
strive to develop the whole professional.

Central Washington University 

UNIVERSITY HOUSING AND NEW STUDENT PROGRAMS

ADMINISTRATION AND PROGRAMMING
Conducts weekly residential hall area inspections, check-in/outs, and emergency lock-
outs to student and staff and functions as front-line supervisor when student questions 
arise

Completes all reports, including programming, incident, department responsibility, 
Living Learning Community and end-of- quarter/year reports, on a regular basis or as 
directed by the Assistant Director or designee

Consults with the Department of University Housing, Wellness and New Student 
Programs on a regular basis as to appropriateness of budget expenditures and student 
revenue generating activities

Represents the University Housing, Wellness & New Student Programs and serves on 
campus-wide committees as assigned

Works with Wildcat Welcome Weekend Committee to develop programs that fulfill 
University 101 welcome weekend participation requirements for students. Assists in 
operations of special functions within UHW&NSP as needed such as orientation and 
Wildcat Welcome Weekend

Communicates and responds to students, residence life staff, custodians, facility 
Management and Center for Disability Services staff in meeting the physical needs of 
residents regarding custodial and accommodating disability accommodations

Coordinates the creation and distribution of monthly newsletters

Assists with the upkeep of the hall web page

Assists with university and residence hall assessments processes including MapWorks

Assists in the development, implementation and evaluation of living learning programs, 
act as a liaison for student staff and appropriate University faculty and staff participants

Coordinates area and hall-wide residence hall student development programs. Facilitate 
diverse activities that value and promote multicultural issues

Presents educational program-related workshops as needed

Assists with the coordination of special functions within University Housing and 
New Student Programs. These operations may include student staff selection, staff 
development, staff recognition, academic initiatives, advising RHA, and professional 
staff selection, etc

Works directly with students, faculty, hall staff, and various other University and 
community resources to meet the educational and developmental needs of residence 
hall students

SUPPORT OF ACADEMIC MISSION OF THE UNIVERSITY
Participates in academic initiatives including living learning communities and faculty 
friends programs

Supports student staff and residents in their academic success. This includes support of 
the student retention committee and academic success programs

Encourages faculty involvement in residence halls

OTHER DUTIES
Serves on University-wide and/or Departmental Committees

Performs related administrative and other general tasks as assigned by supervisor

Other duties as assigned

LIVING LEARNING COMMUNITIES
Being part of a community is about 
making connections with others who 
have common interests. Community is 
about getting involved and contributing 
to something larger than you. Living 
Learning Communities (LLCs) at Central 
Washington University bridge students’ 
academic interests with their residence hall 
living experience.

Students with common academic interests 
live together in the same residence hall 
and develop personal and academic 
relationships with other students and 
faculty from a field of study. Students 
participate in out-of-classroom enrichment 
activities that support their academic 
pursuits. As noted below, some LLCs are 
connected to specific courses that students 
take together.

Theme Communities are not connected to 
a specific academic discipline, but allow 
students the opportunity to live and learn 
with students who share common interests. 
As with Living Learning Communities, they 
allow students to build relationships with 
other students and faculty and staff who 
share their interests.

2012-2013 LIVING LEARNING AND
ThEME COMMUNITIES
Asian Pacific Islander American House

Aviation

Casa Latina

Education

Leadership House

Music

S.T.E.P.

Students for the Dream

William O. Douglas Honors College (DHC)

Women’s Experience

Recreation & Sustainability

International House
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