
Job Title: Conference Assistant 
 
General Job Summary: Responsible for completing tasks associated with daily operations of Conference Services, which 
includes preparation for arrival of conference groups, servicing the needs of conference guests during their stay, rotating 
duty night coverage, and other general responsibilities associated with conference operations.  Report to the 
Conference Assistant Supervisor. 
 
Responsibilities: 
 
1. Perform all individual and group duties associated with opening and closing of summer conference offices and 

residence halls for the conference season.  Tasks include, but are not limited to, moving supplies and A/C window 
units, setting up conference offices, completing supply inventories, and preparing signage. 
 

2. Responsible for quality assurance of assigned residence halls used by conference groups. 
 

3. Compile and maintain folder for assigned residence hall, which will include floor layout, offline rooms, locations of 
trashcans, recycling bins, signs, rooming lists, etc. Responsible for pre-occupancy walk through at start of summer. 
Maintain a work order log with all damages and work orders. 

 
4. Work with other staff to prepare for and service various conference groups.  Tasks include but are not limited to 

the following: 

 Prepare the residence halls (deliver and remove linens and amenities, make beds, bunk and debunk beds) and 
perform initial check inspections to assure cleanliness and readiness of facilities. 

 Remove trash and perform light housekeeping and simple maintenance as needed during double checks to 
provide a quality experience for all guests.   

 Prepare for group check-in and check-out by posting and removing signage, moving tables and chairs, and 
setting up materials. Conduct group check-in and check-out.  

 Assist in preparing key packets and tote for group check-in, making sure to be accurate.  

 Assist with safety and security announcements during check-in camp meeting. 

 Provide ongoing service to groups during their stay (linen exchange, package/mail delivery, distribute box 
lunches, address maintenance concerns, etc.). Assist in table delivery/arrangement in buildings and outdoor 
areas to prepare for group functions.  

 Perform checks to ensure that meeting rooms have been set according to plan for groups, that buildings and 
classrooms have been opened, and that reserved buses are on schedule. 

 Provide customer service to guests by answering questions, explaining directions, and troubleshooting 
maintenance and/or IT concerns, etc. 

 
5. Perform damage checks in assigned halls after group departure to assess any damages to facilities or College 

property.  Complete damage check log to ensure that work orders are placed to correct damages.  Collect items left 
by group, tag as lost/found, and deposit items at Conference Services lost and found location. Accompany group 
leaders on a pre/post event walk-through of residence halls to record condition of hall. 
 

6. Assist with office work and in staffing the Info Desk.  Tasks include, but are not limited to:  answering phones, 
assisting conference guests, preparing conference materials, faxing reports and forms, running office errands.   

 
7. Complete all tasks noted on the group goal sheet in order of importance before leaving work.  Notify the 

Conference Assistant Supervisor if any issues arise in regards to completing all assigned tasks for that day.  
 
8. Complete nightly rounds to check for propped doors and other security or safety concerns.  Alert guests to the 

established fire alarm procedures.  Alert administrative staff of any safety or security concerns.  Notify Campus 
Police as required. 

 



9. Rotate on-call schedule (10pm – 8am) with other Conference Assistants to address after-hours lockouts, guest 
check-ins, and emergencies. 

 
10. Assist in maintaining inventory of supplies and materials (linens, amenities, maps, etc.) required for conference 

guests.  Conduct weekly inventory of linens and complete final inventory of materials at end of conference season. 
 
11. Attend training and regularly scheduled meetings during the summer. Read the blog and keep up-to-date on 

occurrences.  
 
12. Perform other duties as requested by supervisor or administrative staff. 
 
13. Represent the College in a professional and positive manner to conference guests and provide quality customer 

service.  Respond to emergency situations in a calm and professional manner.  Address critical issues with the 
administrative staff. 

 
Qualifications: 

 Candidate must have excellent knowledge of William and Mary facilities, in particular the residence halls and 
classroom/meeting facilities, as well as the Williamsburg area. 

 Problem solving and task oriented- organization. 

 Exceptional customer service skills required. 

 Must have valid driver’s license.   

 Possess the following characteristics – dependable, punctual, detail oriented, courteous, motivated, patient, and 
able to work with diverse groups and adapt to change quickly.  

 Ability to work independently, as well as cooperatively in a team setting. 

 Ability to perform physical labor (lifting moderate weight of 25 – 75 lbs.) and work outdoors required.  Must be able 
to work irregular work schedules, to include nights and weekends. 

 
Employment Requirement:  Candidate must agree that the Conference Services position will be their primary 
employment during the summer contract period.  Any secondary employment, research, internship or summer school 
enrollment must be approved, in writing, by the Director of Conference Services. Candidate must possess a valid driver’s 
license for at least 6 months prior to employment start date. 
 
Compensation:  Compensation package includes competitive salary, as well as on campus housing for summer contract 
period.  
 
Benefits:  Candidate will gain professional work experience which can be applied to future employment.  
 
 


