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Residential Coordinator 
 

Summary 
The Residential Coordinators are responsible for the program development and implementation 
of the school’s residential program. 
 
Working together, two full-time Residential Coordinators and two part-time Residential 
Assistants will create a safe and nurturing home environment for the school’s 32 residential 
students in grades 9-12, ensuring a safe and positive experience for residential students that 
aligns with the school’s mission and guiding principles. 
 
While Riverstone is located on the eastern edge of Boise in a beautiful residential area, the 
school’s residential facility built in 2016, “Riverstone House,” is located in Boise’s vibrant 
downtown, providing a unique experience for students and the residential team. 
 
Reporting 
The Residential Coordinator reports to the Middle and High School Director.  
 
All Riverstone International School faculty and staff are expected to: 
 

• Uphold the school’s policies, guiding principles, and mission 
• Promote the physical and emotional well-being of students  
• Ensure compliance with all statutory regulations  

 
Primary Responsibilities for the Residential Coordinator 
 

Residential Program Development and Implementation 
• Prioritize the welfare, health, and safety of residential students above all other duties. 
• Provide leadership and development of residential programs, which support the 

philosophy, aims, and policies of the school. Specifically, promoting an engaging 
residential program that takes advantage of the unique location of the facility in 
downtown Boise and opportunities within the greater area, while supporting students who 
are striving to meet the requirements of the International Baccalaureate Programmes 

• Establish and oversee residential student activities outside of school hours. Examples 
may include establishing study hall schedules, identifying community service 
opportunities, identifying social activities and events of interest to students 

• Collaborate with the Outdoor Education Coordinator to create and implement outdoor 
opportunities for residential students that are readily available both in Boise and in the 
surrounding area, including skiing, rock climbing, kayaking, and hiking 

• Collaborate with the Student Activities and Service Coordinator to create and implement 
social opportunities for residential students 

• Create and implement activities that complement all-high school activities and welcome 
other students to the residential facility to enhance the student community 
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• Drive students to school in the morning and to the “House” in the afternoon, as well as 
weekend activities and airport pickup/drop off as needed. If selected candidate does not 
have a Commercial Driving License, Riverstone will pay for the training and testing 
required prior to the start of school. 

  
Student Support 
• Serve as the point person for residential student academic concerns and work with the 

Middle and High School Director to improve and monitor the situation 
• Serve as the point person for residential student wellness issues and work with the School 

Counselor to improve and monitor the situation 
• Administer basic first aid and prescribed medicines, provide support for ill students, and 

assist in obtaining necessary medical care in accordance with school policy. 
 

Facilities 
• Manage the facility and food service on a daily basis. Contact the School’s Operations 

and Business Manager with issues to be addressed. 
 

Parent Support and Communication 
• Communicate individually with residential parents as needed 
• Work with the Director of Marketing and Communications and Middle and High School 

Director to develop a system for regular communications with residential sparents 
• Assist parents in communicating with school staff and vice versa. 

 
Responsibilities While on Duty: 
• Implement the policies as identified in the Residential Student Handbook, including 

ensuring all safety and security procedures are followed 
• Take student roll-call at a designated time each evening and follow up on any missing 

students; ensure student sign-out and sign-in procedures are followed 
• Conduct waking and lights-out duties 
• Ensure students keep noise to a minimum 
• Be a supportive presence and act as the first point of contact for any concerns, illnesses, 

or emergencies that arise; be approachable but professional so that effective relationships 
with students can be developed 

• Respond appropriately to emergencies or issue and follow up with the Director of Middle 
and High School 

• Relay any concern, complaint or difficulty to the Director of Middle and High School 
• Guide students during fire drills and evaluations 
• Escort and supervise students to and from students’ activities, including airport drop off 

and pick up 
• Ensure that the common areas are clean and organized each day 
• Supervise shared meals 
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Required Skills 
 

• Possess a Bachelor of Arts or Science degree 
• Supervisory and management experience in a secondary school boarding program or 

similar extended boarding programs for Middle and High School students 
• Excellent communication skills, both verbal and written 
• Problem-solver 
• Willingness and ability to work as a member of the residential team, as well as the 

secondary school team 
• Calm and friendly demeanor 
• Possess a valid driving license and be able to operate a 12-passenger van. 

 
Desired skills 

• Teaching or counseling experience 
• Fluency with a second language and international experience 
 

Employment, Benefits and Salary 
• Employment is contracted from August 1 to July 31 of each year; with on-site presence and 

residence expected from early August to mid-June with the specific dates identified each year 
by the Middle and High School Director 

• Competitive salary paid once per month over twelve monthly 
• This position is a full-time position and eligible for medical, dental, and retirement benefits, 

in addition to others identified for full-time employees who are regularly scheduled to work 
40 hours per week 

• Employee will receive two days off per week and one weekend approximately every four 
weeks 

• Room and board in a separate 700 square foot apartment located in the facility; meals not 
provided when students are not present 

• The residential facility will be closed to students for ten days during the School’s winter 
break and possibly ten days during spring break. The Residential Coordinator may choose to 
stay in the facility or travel if the facility is closed 

• There may also be separately paid opportunities in the summer as the School develops 
additional programs such as language immersion programs, outdoor education programs, etc.  

• Professional development opportunities as agreed upon 


