
JOB DESCRIPTION

POSITION TITLE:


Assistant Director of Student Activities (1-year appointment)
DEPARTMENT: 


Student Activities


REPORTS TO:


Director of Student Activities


PRIMARY FUNCTION:  

The Office of Student Activities is currently seeking an Assistant Director to advise branches of the Student Government Association (SGA), coordinate a leadership recognition program, and supervise student staff for one academic year. This ten-month professional staff position advises elected and selected students with programming and activities and events (approximately 150 per year).
AREAS OF RESPONSIBILITY:


1. Serve as a resource to organizations developing their own programs by providing ideas, information about campus policies and procedures, and helping with evaluation and program review.

a. Advise SGA sub-committees; help with various campus student events such as Late-Night programs, President’s Ball, major concerts, Senior Week, etc.  

b. Advises student organizations by attending meetings and providing oversight and production of large and small events to ensure high quality presentations.
2. Work directly with all student organizations on campus; oversee budgets, process contracts, program assessment, verify financial and purchasing functions. 

a. Oversees review and execution of entertainment contracts and acts as a signatory for St. Olaf College.

b. Coordinate the timing and marketing of student involvement activities and assist students through the creation and implementation of involvement programs and web presence. 
c. Provide coverage of Student Activities Office programs and annual events regularly.

3. Coordinates leadership recognition program.  Create, design, and present workshops for 

student leaders and student organizations as needed.
4. Active and contributing member of the Student Activities staff.

5. Establish and maintain good working relationship with students, faculty and staff. Participate in other campus committees as desired.

SUPERVISORY RESPONSIBILITIES: 

Advises variety of student committees; supervises student movie workers. To include: hiring, 
discipline, training, evaluating, assigning work, and terminating.  

CONTACTS:






High volume student contact; some general public and alumni for information; some faculty/staff for coordination of various events.

EDUCATION: 




Essential:
Bachelor’s Degree required. 

Desirable:
A Master's Degree in higher education, student personnel, or a related field of study.
EXPERIENCE:




Essential:
A minimum of two years of experience in event planning and student development.  Their experience must demonstrate that they capable of managing collaborative relationships and leading planning committees. Experience within the higher education setting, a sensitivity to and understanding of diversity on campus, demonstrated excellence in both written and oral communication, and experience with community service are also essential for qualified candidates.
Desirable: 
Two or more years of professional experience in a similar setting.
KNOWLEDGE, SKILLS, ABILITIES:

· Strong interpersonal skills.

· Ability to manage multiple programs and budgets.

· Must have an understanding and be supportive of the purpose and mission of a residential, liberal arts institution.   

PHYSICAL DEMANDS:
Occasional set-up of events involving moving tables, objects, or decorating may be required.

WORKING ENVIRONMENT:



The successful candidate will be required to work some evening and weekend hours in support of events and programs for which advisee organizations are responsible, as well as business day hours for contact with other campus departments and operations staff.
WORK SCHEDULE:


FTE: 

.83 (full-time hours for 10 months)

Schedule: 
Campus Office hours: 8 A.M. to 5:00 P.M. Monday through Friday. Must be able to work a flexible daily schedule to include evening and weekend hours.

Term:
Mid-August through mid-June  dependent on start date.
APPROVAL:                                                 Kris Vatter

DATE:




August 2011
