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Job Title:	After-Hours Associate
Job Number:	A-501 | VIP: 1994
Band:	OPSEU-5
Department:	Housing & Conference Services
Supervisor Title:	Assistant Director, Facilities
Last Reviewed:	July 19, 2024


[bookmark: Job_Purpose:]JOB PURPOSE:
Reporting to the Assistant Director, Facilities, the After-Hours Associate is responsible for the frontline delivery of after-hours service and initial issue response across residences on the Peterborough and Durham campuses.  
Operating within established procedures, training, and delegated authority, the After-Hours Associate conducts rounds, triages student behaviour, student and guest safety concerns, initiates basic facility-related responses, and ensures timely documentation and escalation of issues. The role makes immediate, on-the-ground decisions within scope to support student safety and operational continuity, while escalating matters involving elevated risk, policy interpretation or system impact to appropriate on-call staff, Campus Safety, Residence Life or Facilities teams.
[bookmark: Key_Activities:]KEY ACTIVITIES:
· Conduct rounds of their assigned residence areas, monitoring and addressing violations of policies, student concerns, and facility-related issues (e.g., work orders, damage, cleanliness, safety hazards, mechanical concerns).
· Provide frontline after-hours Service Centre support, responding to student and guest inquiries, including lockouts, mail and parcel distribution, and maintenance request documentation.
· Serve as the initial on-site responder for after-hours incidents, emergencies, and reported concerns, triaging situations in accordance with training and established protocols. 
· Maake routine, immediate service decisions within scope to stabilize situations, reduce risk, and support student safety. 
· Identify, document, and initiate work orders for facilities deficiencies such as lighting outages, plumbing concerns, HVAC issues, access malfunctions, and general hazards. 
· Perform basic troubleshooting and minor interventions where safe and appropriate (e.g., resetting breakers where safe, addressing minor cleanliness or safety concerns, securing spaces) in alignment with training and procedures.
· Escalate urgent and high-risk, or complex situations, including flooding, power outages, fire alarm concerns, structural damage, and serious behaviour issues, or safety threats to Campus Safety, the Residence Life Coordinator On-Call, Facilities Management or other designated responders. 
· Consult with the Residence Life Coordinator for on call/ for guidance and direction when situations exceed delegated authority or involve behaviour, safety, or policy complexity.
· Monitor residence buildings for health, safety, and risk management concerns, including fire safety equipment visibility, blocked exits, trip hazards, and environmental risks. 
· Conduct informal inspections of building systems, furniture, HVAC, and general residence infrastructure; identifying recurring maintenance issues and communicate trends to Facilities staff for preventative planning.
· Meet with students to provide initial support, information, and triage during after-hours concerns and crises, referring matters to appropriate follow-up services as required.
· Ensure timely, accurate, and comprehensive documentation in the Housing Management System (StarRez), including detailed reporting of incidents issues, response actions taken, and escalation steps for follow up by the Residence Life and/or Facilities Team. 
· Conduct after-hours occupant check-in and check-out processes in accordance with established procedures.
· Collaborate with departmental colleagues, Campus Safety and Facilities Management staff, and external partners to support after-hours operational needs.
[bookmark: Education_Required:]EDUCATION REQUIRED:
· College Diploma (2 years) or equivalent education and experience.
· Certificates in SafeTALK, and First Aid are considered assets.
[bookmark: Experience/Qualifications_Required:]EXPERIENCE/QUALIFICATIONS REQUIRED:
· Two (2) years of experience in a service, security, or facilities-related role is required. 
· Experience with campus security, residence operations, or emergency response is considered an asset.
· Excellent communications skills, including the ability to interact with students, staff, guests, and contractors in high-pressure situations.
· Demonstrated ability to exercise judgement in applying and interpreting a variety of procedures, policies, and practices, including residence, safety, and facilities protocols.
· Ability to respond appropriately and effectively in stressful or emergency situations, including after-hours incidents.
· Demonstrated ability to work independently, prioritize tasks, and collaborate effectively with a team under minimal supervision.
· Demonstrated skills in, and commitment to, customer service.
· Must be available to work shifts in the evenings and weekends.
· Must remain on the premises for the entire shift to respond to emergencies or urgent facilities issues when necessary.
· Must be in good physical condition, be able to conduct rounds in residence buildings, including climbing stairs, inspecting rooms, and handling materials/supplies.
· Ontario G class drivers' license or equivalent.
· [bookmark: Analytical_Reasoning][bookmark: Decision_Making][bookmark: Impact][bookmark: Responsibility_for_the_Work_of_Others][bookmark: Communication][bookmark: •_Daily_interactions_with_students,_gues][bookmark: Motor/_Sensory_Skills][bookmark: Effort][bookmark: Working_Conditions]A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
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