Night Auditor Application Package

2012/2013 Summer

Thank you for your interest in the Desk Night Auditor Positions at Queen’s University.  Attached you will find all application materials necessary to start a file

for consideration.

Application, cover letter, resume and reference information (x2) may be emailed to jo-ann.brierley@queensu.ca or submitted to the

Residence Administration Office (015 D Wing, Ground Level, Victoria Hall) or to any of the Residence Front Desks by Monday, January 30, 2012.  
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NIGHT AUDITOR JOB OVERVIEW
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Interested in working nights and having your days free to enjoy the summer? Residence Front Desk Services has one full-time and one part-time Night Auditor position available for the summer months (May – September). The part-time position works additional midnight shifts as a Desk Services Representative (refer to compensation information below). 
This position will be located at a Residence Front Desk and will require some Front Desk service (late check-ins and early check-outs) for summer accommodation guests. However, its primary focus is the nightly reconciliation of the previous day’s Front Desk activities and report preparation for the next day’s business.  

This position begins in May, and will include both weekday and every other weekend work. Two, two-hour Orientation training sessions for the summer positions will take place in the month of April at the Victoria Hall and Leggett Hall desks, followed by a three day training session on Tuesday, Wednesday and Thursday, May 01, 02 & 03.  
Application, cover letter, resume and reference information may be emailed to
jo-ann.brierley@queensu.ca or submitted to the Residence Administration Office (015 D Wing, Ground Level, Victoria Hall) or to any of the Residence Front Desks by Monday, Jan. 30, 2012.  Only those candidates selected for an interview will be contacted.

Job Summary
Working under the supervision and direction of the Desk Supervisor, the Night Auditor will perform the following tasks:

· Customer Service: late check-ins, early check-outs, guest inquiries, guest safety/security and guest supply requests. 

· Audit Preparation: review and reconcile outstanding items from the day’s Front Desk activities prior to running the audit.

· Audit Execution: this function is fully automated and will require observation of its progress and the correction of problems (with technical support if required) if they arise.

· Administrative Tasks:  transfer of electronic audit files for Accounting Department reconciliation, prepare/print all of the housekeeping reports for the Building Supervisors, print the required registration cards for the current day’s arrivals, and any other tasks as requested by the Residence Desk Supervisor.

· Weekly Key Audit:  accounting for all keys, replacing missing keys and retagging keys.

Qualifications

1. Previous hotel front desk and/or other hospitality experience that required both cash handling and customer service would be considered a definite asset. 

2. Basic accounting courses/experience would be considered a definite asset.
3. Customer-service focused, with an enthusiastic and team-oriented attitude.
4. Good computer knowledge/skills, especially in a Microsoft environment.
5. Willingness to learn new software applications.
6. A strong comfort level in working with numbers.
7. The ability to work well under pressure. 

8. Strong problem-solving and organizational skills.
Preference will be given to candidates with hospitality and/or accounting experience. Overtime may be required with little or no notice. 

Hours of Work
Work shifts will be from 12 midnight to 8 am. and will be scheduled for both weekdays and weekends.  You will be scheduled to work every other weekend.  Successful candidates must feel comfortable working the night shift. There is a four-week probationary period for the benefit of both the employer and employee.  
Compensation  

The full-time position is full-time working 10 midnight shifts per two week period at $13. per hour (includes 4% vacation pay).  The part-time position is working 4 midnight shifts per two week period at $13. per hour (includes 4% vacation pay) and working an additional 6 midnight shifts per two week period at $11. per hour (includes 4% vacation pay) as a Desk Services Representative.
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Applications due Monday, January 30, 2012. 

	Night Auditor (May 2012 - September 2012)

 FORMCHECKBOX 
  Full-Time Position (10  midnight shifts per two week period at $13. per hour)
 FORMCHECKBOX 
  Part-Time Position  (4 midnight shifts per two week period at $13. per hour, plus an                     additional 6 midnight shifts per two week period at $11. per hour)



	Academic Year Part-Time Desk Services Representative

(September 2012 - May 2013)

· 16 to 24 hours per week (2 – 3 shifts per week)

· 12 am-8 am, 8 am-4 pm and 4 pm-12 am shifts
 FORMCHECKBOX 



Please check appropriate box of the position that you are applying for. 

	Legal Name
	

	
	(Last)                                            (First)
 
            (Middle Initial)


	Preferred First Name
	     

	Email Address
	     

	Current Mailing

Address
	     

	
	Postal Code:       
	Telephone:       

	Permanent Mailing Address
	     

	
	Postal Code:       
	Telephone:       

	At which address may we reach you during the summer?

     



General Information

Are you legally eligible to work in Canada?



            No   FORMCHECKBOX 

            Yes   FORMCHECKBOX 
  
Have you ever been convicted of a criminal offense

         
            No   FORMCHECKBOX 

            Yes   FORMCHECKBOX 

for which a pardon has not been granted?


 
University/College Residence Experience

What residence buildings, if any, have you lived in?  If you have not lived in a residence but have comparable experience, please describe it.

     
Status at Queen’s

During the 2012 – 2013 academic year, I will be registered in the following:

Faculty:       





Major/Discipline:       
Year of study effective September 2012:       
Expected year of graduation:       
I hereby declare that the information on this application form and that, which is attached, is true and complete.  I understand that the information may be verified and a false statement may disqualify me from employment or cause my dismissal.

     









     
Signature








Date

Completing the Application

Completed application, resume, cover letter and reference information may be emailed to jo-ann.brierley@queensu.ca or submitted to the Residence Administration Office (015 D Wing, Ground Level, Victoria Hall) or to any of the Residence Front Desks by Monday, January 30, 2012.  Reference information should include your reference’s name, company name, job title, company address and phone number.  References should be from two people who are able to assess your attitude and skills and are able to comment on your potential to be a Night Auditor.  Please note that friends, family or former roommates are not suitable references.

Timelines

	Activity
	Date
	Location

	Application Deadline
	Monday, Jan. 30, 2012
	Residence Administration Office (015 D Wing, Ground Level, Victoria Hall) or any of our Residence Front Desks (Victoria Hall, Leggett Hall, Waldron Tower and Jean Royce Hall)

	If you are selected to proceed to an interview, you will be contacted by email to reserve an interview time
	Starting Thursday,  Feb. 02, 2012
	

	Personal Interviews


	Monday, Feb. 06, 2012  
	Waldron Tower

	All candidates will be notified of first round decisions by email
	By Saturday, Feb. 11, 2012

(Target Date)
	


Important Information

· These positions are under the direct supervision of the Residence Desk Supervisor.

· The full-time position is full-time working 10 midnight shifts per two week period at $13. per hour and includes 4% vacation pay.

· The part-time position is working 4 midnight shifts per two week period at $13. per hour (includes 4% vacation pay) and working an additional 6 midnight shifts per two week period at $11. per hour as a Desk Services Representative (includes 4% vacation pay).

· There is mandatory training sessions for both positions.  Two, two-hour Orientation training sessions for these summer positions will take place in the month of April, followed by a three day training session on Tuesday, Wednesday and Thursday, May 01, 02 & 03. The two day mandatory training session for the academic positions will take place Thursday and Friday, August 30 & 31 (tentative).  

· A job overview is available.

· We are unable to guarantee that we can schedule around other jobs/volunteer work and commitments.

· There is a four week (4) probation period at the beginning of the position start date.

· Thank you for applying.
The personal information collected on this form is collected under the authority of the Royal Charter of 1841, as amended.  The information is used for the following purposes:

· to determine eligibility for such a position in the Queen’s University Residences;

· to determine building and room assignment;

· to provide emergency contact information;

· to assist in meeting individual special needs and considerations;

· to disseminate information, relevant to residence operations;

· for quality assurance purposes; and

· to provide information to government agencies (such as the Municipal Property Assessment                                                                       Corporation) for the purpose of municipal, provincial or federal elections.

Queen’s University Residences maintains current and historical applicant data, and takes extensive measures to ensure its security and confidentiality.  It is the applicant’s responsibility to ensure that the information submitted is complete and correct.

Please note:  information provided in references will be held in confidence and will not be available to applicants.

If you have any questions or concerns about the information collected or how it will be used, contact the Manager, Human Resources & Administration by telephone at (613) 533-6000, ext. 74552.
�
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