
JOB DESCRIPTION

POSITION TITLE:
Assistant Director of Residence Life


REPORTS TO:

Associate Dean of Students/Director of Residence Life

PRIMARY FUNCTION: 


The Assistant Director of Residence Life coordinates aspects of the Residence Life program related to residence life student staff, hall programming, hall councils and special projects.

Job Responsibilities:

1.
Coordinate the student staff program including the selection, training, supervision, leadership development and evaluation of 115 students.

2.
Coordinate the efforts of the Residence Life Staff and Hall Councils to offer quality educational, cultural, recreational and social programs in the residence halls.

3.
Implement, evaluate and develop programs using the Residence Life Programming Model.

4.
Advise InterHall Council.

5.
Plan and calendar theme programming weeks for the year.

6.
Facilitate the training and development program for Residence Life Staff; including Fall Training and the In-Service Program.

7.
Coordinate housing for groups needing to stay during Christmas and Spring break periods.

8.
Coordinate the housing for Celebration Weekend.

9.
Supervise Hall Receptionist program.

10.
Oversee Hall Council budgets.

11.
Supervise campus storage in the residence hall storage rooms and bicycle storage.

12.
Coordinate and supervise the summer residence hall.

13.
Serve on various college committees as requested.

14.
Participation in office-wide projects as needed.

15.
Represent Residence Life views in absence of Director of Residence Life.

CONTACTS:
Students, staff, faculty, greater Northfield community; 


Peer colleagues at other campuses.

EDUCATION: 
Essential:
Bachelor degree


Desirable:
Master in Education, Student Personnel, or related field
EXPERIENCE:
Essential:
Significant professional residence hall experience; prior experience as a Residence Hall Director, and in residence hall program facilitation and presentation is essential.  



Desirable:
Preferred level of experience or specific experience. 

PREREQUISITE(S):


Satisfactory Criminal Background Check
KNOWLEDGE, SKILLS, ABILITIES:

Must have excellent organizational and communication skills, and an ability to work with and relate to students, faculty, staff and outside constituencies.  

PHYSICAL DEMANDS:
na

WORKING ENVIRONMENT:
na

WORK SCHEDULE:
FTE:
1.0 



Term:
Year round position



Shift: 
Campus Office hours 8:00 a.m. – 5:00 p.m. – some evening and weekend hours for specials events.

APPROVAL:                                                
Pamela McDowell
DATE:




May 2007
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