
JOB DESCRIPTION

POSITION TITLE

Director of Student Activities
-Temporary

REPORTS TO:

Dean of Students




PRIMARY FUNCTION: 


Advise and support student leadership and events of the Student Government Association. Ensure office environment is welcoming to all guests.

AREAS OF RESPONSIBILITY:


1. Oversee all day-to-day aspects of the Office of Student Activities.

2. Advise the Student Government Association and its various branches; monitor budgets and operations for SGA as appropriate.

3. Facilitate campus-sponsored weekly off-campus transportation (co-op bus, Northfield Transit).

4. Active member of Week Zero/Week One team.

5. Co-Advise Peer Leadership Consultants. Act as advisor and mentor to student leaders.

6. Advise the Dean of Students in matters pertaining to the health and welfare of St. Olaf students, particularly as it relates to matters of student leadership and governance.

7. Work with students to complete entertainment contracts for signature.

8. Represent student life and the college to internal and external groups and organizations.

9. Signs all student timesheets for the Lion’s Pause operation.  Manages cash register function.

SUPERVISORY RESPONSIBILITIES: 
Signs all student timesheets for the Lion’s Pause operation.

CONTACTS:
Daily contact with students and staff; weekly contact with deans, faculty; occasional contact with parents, alumni, department heads and other offices, the general public, the president, vice presidents, and admissions office. 
EDUCATION: 
Essential:
Bachelor’s Degree


Desirable:
Master’s Degree

EXPERIENCE:
Essential:
Minimum of 3-5 years experience working in a higher education setting in areas related to the position’s responsibility.




Desirable:
Five or more years experience in developing and implementing successful student leadership and event planning, addressing needs of all students, experience in community building, and commitment to diversity.

KNOWLEDGE, SKILLS, ABILITIES:

· Strong interpersonal skills.

· Excellent oral and written communication skills.

· Ability to manage multiple programs and budgets.

· Sensitivity and ability to work with diverse populations.

· High tolerance for ambiguity, patience.

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

WORKING ENVIRONMENT:
Normal office environment.  
WORK SCHEDULE:
FTE:
full-time hours (no FTE temp position) 

Term:  Approximately June 25, through mid-

October 2007.


Shift:
Office hours: 8:00 A.M. – 5:00 P.M. Monday – Friday; occasional evening/weekend hours will be expected.

APPROVAL:                                                Greg Kneser
DATE:




May 2007

