
JOB DESCRIPTION

POSITION TITLE

Associate Dean of Students

REPORTS TO:

Dean of Students

PRIMARY FUNCTION: 
Primary resource for First-Year students.  Member of the Dean of Students management team consulting with individual students and student groups about student issues and concerns including personal and academic concerns.

AREAS OF RESPONSIBILITY:


1. Consult with students (academic monitoring, personal and interpersonal counseling, referral, crisis management, etc.)

2. Produce and maintain detailed records of student interactions

3. Consult with Dean of Students Office staff (on issues of student and campus well-being)

4. Coordinate Student Life Staff Development (working alone and with the Staff Development Committee)

5. Produce and maintain Dean of Students Office Website

6. Assist in planning and implementation of Week One publications and programs

7. Emergency call duty rotation with other deans

SUPERVISORY RESPONSIBILITIES: 


CONTACTS:
Daily interaction with students, Vice President and/or Deans and Faculty members.  Daily contact with parents and alumni. 

EDUCATION: 
Essential:
Masters Degree in a related field, (Student Personnel, higher education)

EXPERIENCE:
Essential:
Minimum three years experience working in higher education is required. 

Desirable:
Five years related work experience, experience in a liberal arts setting.

KNOWLEDGE, SKILLS, ABILITIES:

· Must have exhaustive knowledge of college policy and procedure or know where to turn for answers to questions.  

· Ability communicate clearly and effectively both orally and in writing.  

· Ability  to think and act autonomously.  

· Demonstrated ethical behavior, professionalism, interpersonal skills, leadership and management abilities.

· Ability to maintain confidentiality and possess knowledge of FERPA regulations.

· Comfort with and demonstrated commitment to diversity and fostering a collaborative multicultural environment is required. 

· Conflict mediation skills, teaching experience or counseling experience is desirable. 

· Knowledge of legal issues and case law related to judicial affairs and student rights highly desirable.

· Strong interest in building relationships with parents and students

· Excellent decision-making and time management skills

PHYSICAL DEMANDS:
Minimal physical effort required 

WORKING ENVIRONMENT:
Office environment

WORK SCHEDULE:
FTE:

1.0


Term:

Year round position


Schedule:
Office hours 8:00 A.M. – 5:00 P.M. 




Monday – Friday; evening and 



weekend hours as events or responsibilities require.

APPROVAL:
Greg Kneser
DATE:
June 2006

