Kennedy Catholic High School

Dorm Supervisor
Position Description

Position Summary:

Live in a dorm setting and supervise dormitory students. Responsible for
establishing and maintaining an approachable rapport with dormitory
students and providing and maintaining a framework of regulations and
organized procedures within which the dormitory students will live in an
environment conducive to the fulfillment of those educational objectives
for which Kennedy Catholic High School exists.

This position reports to the President/Principal
Responsibilities and Duties

e Develops positive and respectful relationships with the students living in the dormitory.

e Provides a safe and secure living environment in the dormitory for student residents so they can
focus their attention on their educational program and requirements.

e Works to establish and maintain open lines of communication with students, staff, and
administrators.

e Administers the dormitory and its program in all its facets

e Supervises the students, providing assistance, guidance, supervision, and making evaluations as
necessary.

e Interprets and implements school policies and administrative regulations, working through the
school authorities.

e Assumes responsibility for the attendance, conduct, dress and health of students.

¢ Informs school authority about activities in the dormitory and makes reports as required.

e Exercises decisive leadership in crisis situations.

e Confers with parents and/or guardians of students in their charge.

e Cooperates and coordinates with the school staff, when necessary, in the promotion of effective
educational programs of the school as they pertain to the dormitory.

e Handle repair and damage requests, working with custodial and maintenance staff in
maintenance of dormitory and equipment.

e Attend appropriate staff meetings and in-service seminars

e Coordinate the closing of the dormitory for vacation periods and return by the time the hall
opens after vacations

e Manage and prepare meals, supervise serving of food and cleaning of dishes and equipment at
the dormitory; and do other related work as required.

e Prepare the appropriate lists for menu requirements and procurement of food, placing orders
through vendors and commodities whenever possible and cook and provide meals.



Kennedy Catholic High School

Dorm Supervisor
Position Description

Schedule daily duties, assist and instruct resident students in the methods and procedures of
tasks assigned in the dormitory.

Work with and supervise the students in the cleaning of the kitchen, student rooms and dormitory
in general

Any other duties assigned by appropriate school authorities.

Supervisor must be at the dorm or with the students whenever students are expected to be home.
Must report to appropriate school authorities prior to any absences or time away from the dorm
so that supervision can be maintained.

The above description is intended to identify the essential job functions and set forth the requirements for
the performance of this job. It is not to be construed as an exhaustive description of job functions or
requirements.

Email your cover letter and resume to Peggy Cunningham, Assistant to the President,
cunninghamp@kennedyhs.org or by mail to:

Kennedy Catholic High School

Attn: Peggy Cunningham

140 South 140t Street

Burien, WA 98168

And additionally, apply through AppliTrack at http://www.ocsww.org/.
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