Area Coordinator Position Description 

2010-2011
GENERAL INFORMATION

St. Olaf is a private, residential, liberal-arts college affiliated with the Evangelical Lutheran Church in America.  The College is located in Northfield, Minnesota, a town of 15,000, located about 30 minutes south of the Minneapolis/St. Paul metropolitan area.  The campus encompasses 350 acres and includes 33 major buildings, 11 of which are residence halls.  The student body totals approximately 3,000 students.  

RESIDENCE LIFE INFORMATION
Approximately 2,700 students live in the ten coeducational residence halls and seventeen honor houses on campus.  Some halls house all first-year students, some all upper-class students, and some a mixture of both. The composition of each hall’s residence life staff is unique.  Area Coordinators supervise a student staff combination of a Student Hall Coordinator, Resident Assistants, and Junior Counselors.  Student Hall Coordinators have added responsibilities in addition to being a student staff member.  Resident Assistants work with upper-class students and Junior Counselors work with first-year students.  Specific information about Residence Life at St. Olaf can be found at http://www.stolaf.edu/stulife/reslife
AREA COORDINATOR RESPONSIBILITIES

The Area Coordinator position at St. Olaf is one with primary responsibility in the residence hall.  The Residence Life staff is committed to the concept that students should have the opportunity for growth and development outside of the classroom with Residence Life as an integral part of this learning experience.  The Area Coordinator is a role model, a facilitator, a leader, and an essential person in the effective operation of the residence life program.  This on-campus, live-in position and requires an extensive commitment of time and energies. The duties of the Area Coordinator may vary in each area, but the following are uniform expectations and responsibilities in general order of time commitment:

( Staff Responsibilities

Supervises, trains, and evaluates student staff.  This includes weekly meetings with Resident Assistants, Junior Counselors, Student Hall Coordinator, and Building Assistants. Supervision of Hall Receptionists through day-to-day interactions and monthly meetings.

( Administration and Management

Maintains general operation of two residence halls, including attention to significant administrative detail, budget management, assessment of both hall’s physical environment, and communication with the custodial staff.  Works with Student Hall Coordinator and Building Assistants to accomplish these goals.

( Leadership Facilitation and Programming

Encourages the development of students, advises Hall Council, facilitates creative programming through student staff and hall council.

( Student Outreach

Establishes personal contact with students in order to adequately address student needs and concerns by remaining visible, approachable, and active in the halls.

( Policy and Discipline

Understands, supports, and enforces campus regulations; conducts educational disciplinary meetings; and assigns appropriate sanctions.

· Duty Coverage and Accessibility
Serves as on-call contact for campus emergencies; generally one week out of every five weeks.  Provides in-hall duty coverage during open break periods.  Maintains scheduled office hours in each hall.

( Counseling and Crisis Intervention

Provides assistance to students experiencing emotional, academic, physical, and/or interpersonal difficulties, and refers them to other professionals when appropriate.  Assists in crisis situations through immediate action and sound judgment.

( Other Responsibilities

Participates in Residence Life administrative tasks and committee assignments.
SUMMER ASSIGNMENTS

Summer work assignments for the summer of 2010 included coordinating the following:   Professional Staff Training, Summer Hall Director, Special Projects and web design.  The Director of Residence Life assigns these projects.

SUPERVISOR
Reports to the Associate Dean of Students Director of Residence Life.

QUALIFICATIONS

Bachelor’s degree required and at least two years residence life experience. Master’s degree in student personnel or related field preferred.  Candidates should have a commitment to and an understanding of a liberal arts education and diversity at a church-related college.  

Minnesota State law requires that an individual hired for this position must clear a criminal background check. This check will be completed at the college’s expense.

REMUNERATION

Remuneration for the 2010-11 academic year includes a salary of $28,500 (bachelor’s level) or $29,500 (masters level) for 12 months; furnished apartment, and utilities for the year; board plan ($11,660 value). The College also provides a comprehensive benefit package for employees. 
STARTING DATE

August 1, 2010.  This is a 12-month, live-in position.

APPLICATION
First consideration will be given to candidates who have completed their applications by March 15, 2010.  However, applications will be accepted until all positions are filled.  A complete application includes:


(
Letter of application


(
Current resume


(
Name, title, and telephone number of three professional references

Apply online at https://jobs.stolaf.edu Only online applications will be accepted.
For more information about St. Olaf College visit:  http://www.stolaf.edu..

A liberal arts college affiliated with the Lutheran Church (ELCA), St. Olaf College is an affirmative action/equal opportunity employer and actively seeks diversity in its students, faculty and staff. The college is especially interested in qualified candidates who can contribute to the diversity of our community through their teaching, research, and/or service.
