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HEAD COACH/ RESIDENT HALL MANAGER
DEFINITION:
Under general direction of the Director of Athletic Operations and Events and Chief Student Services Officer, the Head Volleyball Coach/Housing Manager is responsible to coordinate, recruit, plan, organize and coach a community college intercollegiate Volleyball program.  As Housing Manager, duties will include the supervising of staff, coordinating a variety of programs, overseeing schedules and program budgets, and recruiting students. This job includes weekends and evenings as required. Living accommodations are available onsite and are provided as part of the in kind portion of the total compensation package.  Additional compensation to reside offsite will not be provided.
CLASSIFICATION:
· FLSA Exempt

· Classified Manager

· Date Modified: August 2014

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.
Head Volleyball Court & Sand Coach:

· Plan, coordinate and implement the intercollegiate athletic volleyball program;
· Conduct/promote activities supporting academic excellence, student persistence/retention;
· Monitor and/or address student conduct issues;
· Implement an academic support system for athletes, including a study program, using existing College resources;
· Recruit and coach students interested and/or prepared to participate in an intercollegiate volleyball program and the academic requirements of college;
· Coordinate recruitment activities including but not limited to: high school visitations, networking with coaches in both high school and college and assisting in the development of recruitment materials;
· Assist in the marketing of the intercollegiate volleyball program in local communities;
· Provide input on selection and evaluation of assistant coaches/part-time instructors;
· Initiate athletic eligibility procedures for athletes participating in the program;
· Develop and implement an orientation program for athletes participating in the intercollegiate volleyball program;
· Travel with team to off-campus games;
· Develop/manage schedules and budgets;
· Develop, supervise and implement fund-raising activities for intercollegiate athletics and the athletic department under the supervision of the Director of Athletics
· Abide by all relevant federal and state driving regulations while driving during the course of employment
· May supervise student employees
Housing Manager – Feather River Residence Halls (Dorms)
ADMINISTRATION:  

· Oversees Residence Hall and all student housing as necessary
· Coordinates the work of the Residence Hall Assistant Manager, Residence Advisors (RAs) and student employees; participates in hiring, coordinates staff orientation and skill training, evaluates, and assigns duties and responsibilities

· Interprets, applies and communicates policies, rules, and regulations for both student residents and staff

· Reviews, updates, and recommends changes to and addition of policies, rules and informational/promotional materials

· Updates the Residence Hall License Agreement and FRCRH Handbook on an annual basis

· Approves student residence hall applications and payment contracts; signs residence hall license agreements; collect rents and other fees, and coordinates all rent payments with Student Accounts, establishes and maintains manual and computerized record keeping systems for student, budgetary, administrative, maintenance, and other records

· Monitors the operational budget including rental revenue and expenses

· Plans, coordinates and implements emergency management and safety procedures, provides training on such procedures, and conducts or coordinates health and safety inspections of residence hall facilities

· Conducts crisis management training for assigned staff

· Consults with FRC Student Services staff concerning student life activities, financial aid award schedules, and student discipline, as needed

· Participates on District shared governance and other committees, as appropriate and/or as assigned

PROGRAM PLANNING:  

· Works closely with the Director of Facilities to coordinate maintenance needs and plan replacement and repair schedules to meet short and long-range department facility and equipment needs

· Assists in evaluating the condition of facilities and furnishings and helps to project future needs

· Monitors program goals and objectives and prepares and monitors budgets developed in support of those goals

· Assesses the needs of residents and develops programs and activities to meet identified needs

· Develops opportunities for residents to give input regarding the quality of life in the halls, and uses such input to improve and expand existing programs, as appropriate  

RESIDENCE LIFE ACTIVITIES:  

· Works cooperatively with residents and staff to initiate, plan, and coordinate a varied program of educational, cultural, recreational, and social activities

· Coordinates residence life activity program with the ASFRC activity program

· Develops additional leadership opportunities for residents

· Advises students on appropriate conduct and regulations, maintains order, and assists the staff in enforcing rules and regulations established to maintain safety and security

· Develops a Residence Hall Student Council and oversees the functions of the Council as established

· Responds to emergencies and provides guidance in crisis situations

STUDENT DISCIPLINE: 

· Reviews and investigates reports of student misconduct, initiating disciplinary action as warranted, in coordination with Chief Student Services Officer and Enrollment Management

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

· Enforces residence hall rules and regulations

· Evaluates student academic/behavioral progress, as appropriate

· Oversees the residence hall judicial process

CONFERENCE PLANNING & COORDINATION:  

· Is responsible for marketing and developing self-supporting residential programs to maximize the income-generating potential of the college's on-campus housing facilities.  Works with Administration and Athletic Program on developing a full summer program schedule

MINIMUM QUALIFICATIONS:
Bachelor’s degree in related field from an accredited university OR the equivalent.

· Guest service and sales experience.

· Experience in training and development of staff for multiple departments.

· Background experience in marketing and advertising, and public presentations.

· Using initiative and sound independent judgment within established guidelines.
· Demonstrated sensitivity to and understanding of the diverse academic and socio-economic, cultural, disability, and ethnic backgrounds of community colleges students, staff, and community members.

· Basic bookkeeping experience 

· Student development and developmental issues related to college success

· Laws and regulations relative to residence life and student activities 

· Student behavior and conduct processes, including safety practices
· Residential program planning resources and processes  

· Experience in use of PC computer programs such as Microsoft Word, Excel, Access, Publisher, etc.

· Skill in developing effective working relationships with those contacted in the course of work.
· Effective communication skills, both orally and in writing.

· Knowledge of budget planning and management.

· Developing and maintaining a variety of records, data and required reports.

· CPR and First Aid Certification (if not held, to be obtained within one month of hire)

Other Requirements:

· Must be available to work weekends and evening as required.
· At least two years of relevant experience in coordinating activities in a college or non-profit setting
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Master’s degree in Physical Education.
· Community College experience preferred.

· Experience as a Residence Hall Manager, Director of Student Life, or related position.
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Frequent standing, sitting, demonstration of athletic techniques and skills, reaching, walking, lifting (overhead, waist level from floor), carrying, bending; frequent near vision use for reading; constant use of voice (somewhat above normal conversation level); frequent hearing use (ordinary conversation level); evaluative and cognitive thinking and decision making.

· Moderate to heavy physical effort

· Requires sufficient arm, hand finger dexterity in order to operate keyboard, copier/FAX and other office equipment

· Requires mobility sufficient to reach second story student rooms via stairs

· This work is performed indoors and out-of-doors, and includes night and weekend duties
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