
UAB Conference Student Manager Position 
 
Job Description: The Conference Student Manager will work under the supervision of the 
Camps and Conferences Coordinator.  They will be responsible for coordinating with 
camp/conference coordinators after their initial request has been made to ensure their housing 
and space reservations are fulfilled and exceed their expectations 
 
Job Qualifications: 

 Must have already served in the Conference Assistant role 

 Be in good academic and student conduct standing with UAB 

 Essential characteristics include: time management, professionalism, commitment to 
customer satisfaction, communication skills, ability to handle and fulfill multiple 
responsibilities at one time, and critical thinking skills. 

 Strong administrative skills with particular attention to detail required 

 No outside job allowed 

 Due to the flexibility needed if the applicant takes summer classes online classes are 
preferred 
 

Job Compensations: 

 Single room for the summer  

 $8.00/hr for a max of 35 hrs a week 
 
Job Duties: 

 Demonstrate initiative in greeting and assisting summer guests 

 Follow-up with guests’ in a timely and respectful manner 

 Assist long-term groups by checking-in participants 

 Work closely with the Camps and Conferences Coordinator to ensure details are 
updated and correct information has been relayed to all groups 

 Understand and have working knowledge of policies 

 Educate guests in a polite manner about the policies and procedures 

 Develop and maintain on-going professional relationships with fellow summer staff 

 Maintain a neat and orderly workspace 

 Assist during emergency situations such as, fire, medical, etc. 

 Assist the Camps and Conferences Coordinator in preparing for group’s arrival 
 


