
DEPARTMENT OF RESIDENCE LIFE 
DESK RECEPTIONIST APPLICATION  

NOTE:  IT IS IMPORTANT THAT YOU FILL OUT THIS ENTIRE APPLICATION, INCLUDING THE BACK, OR YOUR APPLICATION WILL NOT BE PROCESSED. 
15-MINUTE INTERVIEWS WILL BE GRANTED ON A FIRST-COME FIRST-SERVE BASIS.   

I.  GENERAL INFORMATION 

 

Name        PID# (P# on bottom of student ID)  T-shirt Size 

 

Current Local Address (On campus: Hall, Room #  - Off campus: Street, Apt. #)  LUC Email Address 

 

City     State    Zip   Phone 

 

Permanent Address (Where you can be reached over Winter/Summer Breaks) 

 

City     State    Zip   Phone 

 

Academic Classification for 2008-2009:    FR SO JR SR  

If hired, can you furnish proof of age?    YES NO 

Are you a citizen of the U.S., Resident Alien or do  
you have a Visa which permits you to work here:   YES NO 

Have you ever been or are you currently     
employed at Loyola?       YES NO 
 
     (Please indicate if you were employed with the Department of Residence Life in the past) 

 If yes, list all departments: _______________________________ 
           _______________________________ 
II. SCHEDULING INFORMATION          

Average number of hours (up to 19.5) you will be able to work each week during: 

 Fall 2008       Spring 2009    

Are you available to work during: (You must be available for one break during each semester) 

• Fall break?  (October 6-7, 2008)   YES  NO 

• Thanksgiving break? (Nov. 26-28, 2008)             YES  NO 

• Half of Spring Break- (March 2-5, 2009)  YES  NO 

• Half of Spring Break- (March 6-9, 2009)  YES  NO 
 

Note:  ALL DRs are expected to work during fall break or Thanksgiving break and half of Spring break. 
 
Do you anticipate anything that may take time away from working as a DR?  (This may include studying 
abroad, clinicals, athletic time commitments, etc.)  YES/ NO If yes, please explain: 
 
 

 

 

Are you eligible for 
Federal Work Study? 

 

   YES  NO 
 
Only Students with Federally 

Funded College Work Study will 
be considered for this position. 

 
Awarded Amount: 
 
$________________________ 
 

 



III. EMPLOYMENT/ VOLUNTEER HISTORY - List the last two employment or volunteer positions you have held: 

 

1. Employer/Agency       Address 

 

 Supervisor       Phone    

 

 Dates of employment/service     Reason for leaving 

Please describe your duties and responsibilities:  

 

 

 

  

2. Employer/Agency       Address 

 

 Supervisor       Phone    

 

 Dates of employment/service     Reason for leaving 

Please describe your duties and responsibilities:  

 

 

 

IV. REFERENCES - Please list two references (If you were employed in Residence Life, you must list your previous 

supervisor) 

  

1. Name         Address 

 

 Phone        Relationship to applicant    

 

2. Name         Address 

 

 Phone        Relationship to applicant    

 

 

 

Candidate’s Signature:      Date:       

 

 

PLEASE REMEMBER:   

If hired, you will be expected to return early from summer and winter breaks to attend Desk Receptionist Training, 
provide proof of Federal Work Study, and provide accurate and complete documentation to be employed in this position. 

A background check will be conducted on all applicants through Loyola University Chicago Department of Public Safety and/or Judicial Affairs. 
Return to: Residence Life, Loyola University Chicago, 6525 N. Sheridan Road, Chicago, IL 60626 

Please call 773-508-3300 with any questions 

 


