POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
 ASSOCIATE DIRECTOR STUDENT AFFAIRS
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Provide assistance to the Director in support of programs and activities of the Office of Student Activities and Facilities (OSAF).
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Assist the Director in the development of short and long-term financial plans that maintain financial solvency and sensitivity to the level of student fee support. Assist with development and management of the OSAF operating budget. Assure compliance of assigned fiscal operations and performance contracts consistent with departmental and university policies and procedures. Review, negotiate and approve performance and service-related contracts. 

Ensure a student learning approach to campus activity and service programming that effectively meets the social, cultural, recreational and educational needs of the campus and community. Ensure that assigned student activity programs are effectively coordinated and managed to maximize student learning and development. Oversee campus programming policies and training related to use of university facilities, grounds, and risk management. Establish and maintain effective collaborative working relationships with student leaders, student organization advisors, student affairs, academic affairs, and campus service departments. Establish and maintain support services and programs for student clubs and organizations. 

Work with student government, recognized clubs and organizations on policy review and formulation related to the delivery of student activity programs and services. Provide a balanced student activity and involvement program that complements and supplements the mission of the university and focuses on student learning maximizing opportunities for student engagement. Conduct annual program assessments to determine impact of student engagement opportunities. Review, evaluate, develop and conduct leadership training programs for student leaders and advisors. 

Recruit, train, supervise, review performance, and create development plans for professional advising staff, administrative support staff, and student staff. 

Foster a positive relationship with students, faculty, staff, alumni and external constituencies that impact OSAF and Student Affairs. Embrace and support diversity as part of the educational process. 

Perform other related duties incidental to the work described herein. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Knowledge of and commitment to the value of the college in the development of campus community; Demonstrated leadership in student advocacy and constituent communities; Assessment skills necessary to evaluate and improve programs and shape initiatives; Fiscal management skills and knowledge of financial procedures common to student activities or college settings; familiarity with university financial policies, procedures and systems; Excellent verbal, written and interpersonal communications skills; Excellent strategic and operational planning skills; Proven ability to organize and manage multiple priorities and projects; Intermediate skill level in Microsoft Office applications, Quark, PhotoShop or similar programs; Knowledge and experience pertinent to the application and implementation of technology tools in a student activities or college setting.

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: MACROBUTTON NoMacro [Click here and type degree]
Advanced Degree, Type/Major: Work requires communications and organizational skills generally acquired through completion of a Master's degree in student personnel, student development, higher education or other relevant discipline.
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related)   Five years of experience in student activities, college union or related area with progressive levels of responsibilities;   OR AN EQUIVALENT COMBINATION OF RELEVANT EDUCATION AND/OR EXPERIENCE 
I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position; I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



