Learning Community Assistant 
Employment Information
2009-2010 

The valuable skills you will gain from being a Learning Community Assistant (LCA) can help you achieve great things throughout your lifetime. The experiences you share in and the relationships you make while holding this position will be reflected on repeatedly as you move forward in your future endeavors. Before beginning the application process, please take the time to read this packet in its entirety as it contains valuable information about the LCA position and general roles and responsibilities of being a staff member in Residence Life. Thank you for your interest in a Learning Community Assistant position!
Essential Functions of a Learning Community Assistant:
The Learning Community Assistant (LCA) is a member of the Residence Life team. The LCA is responsible for the development and implementation of First Year Experience programs in Ondine and Broadway halls with specific goals around diversity, critical thinking, service-learning, academic skill building, and connecting residence hall programming with the Freshman Inquiry (FRINQ) courses. Under the direction and supervision of Residence Life, the LCA is responsible for providing programs, resources, and assistance that will support and enhance a global perspective, critical thinking, civic responsibility, and academic success. An LCA is a full-time student at Portland State University who lives within the residence halls and acts as a role model and representative of the residence hall community, Residence Life, and other administrative departments within the University.  The LCA position is an academic year appointment.

Minimum Qualifications:

A. Successful completion of the peer mentor training course and a LCA training course (both offered during spring term prior to the year you would serve as a LCA).

· The training course is offered during the Spring term and the day and time are TBA. The LCA specific session will be 1 hour/week and will be dependant on schedules and availability. 

· If it is not to your advantage to take this course for credit, you can opt to get the credit later or just attend the class without credit. 
B. Must be enrolled as a full-time undergraduate student for Fall, Winter, and Spring terms.

C. Complete at least 12 credit hours per term.

D. Limited class-load to 16 credits per term. Exceptions to this may be made by the Assistant Director of Residence Life.

E. Maintenance of a 3.0 grade point average (both term and cumulative) while holding the LCA position. Failing to meet this expectation at any point of employment may result in termination. 

F. Must have excellent organizational, time management, oral communication, written communication, academic, and social skills. Must also have a good base knowledge of campus resources, transition issues facing first year students, and the FRINQ program for first year students.
G. Passion for learning, diversity education, community service, relationship building, and helping first year students to be successful. 
H. Preferred qualifications include successful completion of the Freshman Inquiry program prior to the start of the position and previous experience living within residence halls. 

Time Commitments:

Each LCA works an average of 18 hours every week.  During the year there are major events that occur which may require more than 18 hours of work per week.  At other points during the year, less than 18 hours of work will be sufficient. This position is a “live-in” position and requires significant time and effort being visible, accessible, and building relationships with residents. The Responsibilities of a LCA may require responses at any time during a 24-hour period, 7 days a week. 

A. Work five to seven hours a week at University Success. 

B. Schedule 3-5 hours a week for continual FRINQ development. This could include attending FRINQ courses, meeting with faculty, meeting with mentors, attending development training sessions, etc. 

C. Program planning and attendance should average 4 hours a week. This should include completing program proposals, funding proposals, PR for programs, attending programs, and program evaluations. This can also include time spent assessing your residents interests around programming via formal or informal surveys.

D. Attend weekly LCA meetings for 1-2 hours a week. This includes weekly LCA staff meetings with all the LCAs and your supervisor and 1:1 meetings with your supervisor to be held on either a weekly or biweekly basis as needed. 
E. Maintain a consistent open door policy, where you are visible and available during peak times in the hall (typically between 7pm-11pm). You should allow for a minimum of 10 hours a week of in room time that you are both visible and available. 

F. Spend two of three weekends in your assigned area.                                                                                                                                                                    
G. Activities, including credit load, cannot exceed 25 hours per week.  For example, if you are taking 8 credits and hold an outside job where you work for 10 hours per week, you have 9 hours to do volunteer work or participate in another activity. 

H. Sleep and live in assigned room.

Compensation:

Compensation will take the form of rent remission, standard utilities, local phone service, and a meal plan through Victor’s dining hall.

The LCA Class (Spring term 2009):

The LCA class is a required 4 credit course offered during spring term. The class consists of participating in a weekly three hour peer mentor course and a weekly one hour LCA specific course taught by a Residence Life staff member. This class is designed to help strengthen your knowledge, awareness and focus on the LCA position along with helping you identify some of the responsibilities and requirements that will be expected of you throughout the year. If it is not to your advantage to take this course for credit, you can opt to get the credit later or just attend the class without credit (and therefore without a fee). This is an actual four credit course with a workload similar to other four credit courses. 

The LCA class is required for all new Learning Community Assistants. Serving as an LCA is dependant upon the successful completion of the spring term LCA course. 

Selection timeline and process:   

The LCA selection process consists of 3 parts: the paper application, a group process interview, and an individual interview.  Based on the following dates, please plan your activities accordingly and make sure you are available during the individual and group interview phases.  You will be notified of your standing in the process prior to each phase via e-mail, so please make sure you provide a current e-mail address.
· Interest Sessions – If you have questions about the position, this is the place to ask them! 

· Wednesday, January 7th - 12pm, Broadway 213 Conference Room
· Thursday, January 8th-- 5pm, Broadway 213 Conference Room
· January 23rd  – Office of Student Affairs Leadership Conference, 10:30am to 4:30pm, SMSU Ballroom. Attendance at a minimum of one session is required. Submit a 2 page paper on one of the sessions connecting the relevance of leadership to the Learning Community Assistant position.
· January 16th – Applications are due to Residence Life Office in the Broadway Suite 230 no later than 4:00 pm.
· Group Interviews (must sign up and attend one)
· Thursday January 29th  – Group Interview from 7:00-9:00pm
· Wednesday February 4th – Group Interview from 7:00-9:00pm
· Individual interviews will occur between February 2nd and February 13th during the hours of 8:00am - 6:00pm. You’ll have the opportunity to sign up for an interview time that works for you. 
· March 9th – Latest date that selection and placement decisions announced via email.
Application Materials Checklist: 
Please include the following materials when you turn in your application:

· Application for Employment (included in this packet)

· Current Resume

· Letter of Intent/Essay Questions that addresses the following questions in 500-1,000 words:
· What role do you think the Residence Halls play in the educational mission of Portland State University?
· What important issues do you feel first year students face in transitioning to PSU?
· Describe how you would help support first year students be successful academically.
· Why do you want to be a Learning Community Assistant?
· Submit a 2 page paper on one of the sessions at Office of Student Affairs Leadership Conference on 1/23/09 connecting the relevance of leadership to the Learning Community Assistant position.
· Two (2) completed reference forms with contact information included:

· 1 from PSU (or another University) faculty/staff
· 1 from a previous employer



For a more complete and detailed job description, please stop by the Office of Residence Life, Broadway 230.








