
JOB DESCRIPTION

POSITION TITLE:
Associate Director of Residence Life

REPORTS TO:

Associate Dean of Students/Director of Residence Life

PRIMARY FUNCTION: 


The Associate Director of Residence Life supervises aspects of the Residence Life program, serving 2,700 on-campus residential students, related to residence life student staff, discipline, hall programming, hall councils, and special projects.

Job Responsibilities:
1) Supervise the student staff program including the selection, training, supervision, leadership development, and evaluation of 33 Resident Assistants, 80 Junior Counselors, 5 Student Hall Coordinators, 10 Building Assistants and 170 Desk Receptionist.  These students are responsible for the support of the residence hall program, crisis intervention, building safety and security.

2) Supervise the volunteer leadership programs in residence halls and honor houses.  This includes working with faculty in the academic theme housing programs and facility personnel in all eighteen residences.

3) Exercise functional supervision of professional residence life staff in the areas of student staff, programming and special housing coordination.

4) Supervise the level 2 disciplinary process for violations sanctioned through Residence Life.

5) Oversee all budgets (development and maintenance of) for the Residence Life Office.

6) Supervise all special housing for groups needing to stay during break periods, Celebration weekend and summer.

7) Advise the Associate Dean of Students Director of Residence Life on all matters related to Residence Life and provide leadership to the department when called upon.
CONTACTS:
Students, staff, faculty, greater Northfield community; 


Peer colleagues at other campuses.

Qualifications: 
Master’s Degree in a related field of study and 3-5 years of 

professional experience in the student life (preferably residence


life) are required. Prior experience as a Residence Hall Director

and residence hall program facilitation and presentation is 

essential.  
PREREQUISITE(S):


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:




July 2011

