
JOB DESCRIPTION 
 

 

ROLE OVERVIEW  



 

• Provide information and assistance to residents and visitors. 
• Handle inquiries and resolve issues related to accommodation and facilities. 
• Manage the front desk and act as a point of contact for residents. 
• Receive and distribute mail, packages, and deliveries. 
• Track package storage and notify residents of arrivals. 
• Report and address maintenance issues. 
• Coordinate with maintenance staff or contractors. 
• Conduct safety and security checks, including fire alarm tests. 
• Respond to emergencies (e.g., fire, medical, security). 
• Assist with evacuations and crisis support. 
• Maintain administrative records (e.g., directories, schedules, key logs). 
• Support room assignments, check-in, and check-out processes. 
• Build positive relationships with residents and foster community. 
• Address concerns and complaints professionally. 
• Enforce University policies and student conduct regulations. 
• Collaborate with University staff and campus security. 
• Provide regular reports on incidents, safety, and maintenance. 

• Strong interpersonal and customer service skills. 
• Ability to respond effectively to unexpected situations. 
• Proficiency in basic administrative tasks and record-keeping. 
• Effective verbal and written communication. 
• Dependability and punctuality. 
• Teamwork and attention to detail. 

• Experience in security, customer service, or residence life. 
• Additional language skills. 
• Knowledge of University policies. 
• Conflict resolution and maintenance skills. 

• Flexibility to respond to emergencies and unexpected issues. 
• Ability to manage multiple responsibilities (e.g., admin, maintenance, customer service). 
• Willingness to work collaboratively with various departments. 



 

• Maintain professionalism and a welcoming demeanor at all times. 

• Flexibility to respond to emergencies and unexpected issues. 
• Ability to manage multiple responsibilities (e.g., admin, maintenance, customer service). 
• Willingness to work collaboratively with various departments. 
• Maintain professionalism and a welcoming demeanor at all times. 

• Specific working hours not detailed in the document but likely to include shift-based or flexible scheduling 
to support 24/7 operations. 

• Based within academic buildings under Sussex Estates and Facilities. 

 


