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Assistant Housing Manager
DEFINITION:
Under the direction of the Residence Hall Manager the Assistant Housing Manager provides supervision and oversight for one of the Housing facilities. The position requires the ability to work independently, and either be on call or on site to respond to Housing needs in the evenings and on weekends. Living accommodations in the facility is provided as part of the compensation package.   
CLASSIFICATION:
· FLSA: Exempt

· Classified Management 

· Date Modified: April 2016
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Provide supervision for all Housing operations by maintaining a physical presence in the Housing Office or on site.
· Provides supervision and training for Resident Advisors (RAs) and other security staff.
· Conducts crisis management training for RAs. 

· Interprets, communicates, and applies policies, rules, and regulations for RAs and students.
· Assists the Residence Hall Manager with emergency and safety training, and conducts health and safety inspections regularly. 

· Report on the maintenance/security needs and concerns to the Residence Hall Manager and Facilities staff. 
· Provide recreational, educational and cultural programming for Housing residents. 
· Assists in evaluating the condition of facilities and furnishings and helps to project future needs

· Reviews and investigates reports of student misconduct

· Mediates student conflicts and assists with the development of strategies for conflict resolution 

· Enforces residence hall rules and regulations

Skill in:
· Problem solving
· Interpersonal communications

· Effective communication orally and in writing
· Exercising sound independent judgment within procedural and district guidelines
· Establishing and maintaining effective working relationships
Knowledge of:

· Violence Against Women Act, and other federal and state regulations.
· Advanced interpersonal and customer service practices, including conflict resolution

MINIMUM QUALIFICATIONS:
Education:

· High school graduate
OTHER REQUIRMENTS:

· Valid Driver’s License 

· Ability to obtain a CPR/First Aid card within 90 days of employment.
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Associates Degree or the equivalent credits

· Trained in First Aid and CPR
· Experience in Residence Hall program management, Recreational Management or a related field.  

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties with or without reasonable accommodations are:
· Lifting heavy objects up to 50lbs
· Requires ambulatory ability to be able to move quickly in emergencies, climb stairs and do rounds throughout the residence halls

· Auditory ability sufficient to speak to individuals and groups in person and over the phone
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