POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
DIRECTOR OF STUDENT ADMISSIONS
Immediate Supervisor/Title:  

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

Direct the Office of Student Development within the Division of Student Affairs, to include judicial, residential and other non-academic programs and activities supportive of the academic goals of UAMS and providing for the general welfare of University students.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Direct the provision of services within the Office of Student Development including, but not limited to, judicial affairs, residential affairs, housing assignments, emergency response to student crises, student group advising, faculty-in-residence program, new student orientation, services for students with disabilities, and event/party registration; respond to student needs, questions, complaints and concerns, to include advising and counseling of individual students and groups. 

Serve as primary contact for parents on University-wide and personal issues involving their sons and daughters; respond to requests and questions, and provide information on programs, activities and policies for students, parents, University representatives, the media and others. 

Plan and schedule work for the Office of Student Development, ensuring adequate manning, space and facilities for subsequent performance of duties. 

Develop and implement operating policies and procedures for the Office of Student Development complementary to the educational mission of the University. 

Provide counseling for students related to personal and disciplinary problems, academic performance and educational and vocational objectives; refer students to and interface with University departments for resolution of problems or complaints; ensure appropriate procedures are followed in responding to medical and judicial crisis situations involving students. 

Maintain liaison with various offices and departments throughout the University to collaborate and consult on a variety of student/institutional issues; assist in the formulation of University policies as appropriate. 

Represent the Office of Student Development in professional organizations/associations and on regular and ad hoc committees within the University and the community; chair committees as appropriate. 

Determine fiscal requirements and prepare budgetary recommendations; monitor, verify and reconcile expenditure of budgeted funds. Direct various personnel actions including, but not limited to, hiring, promotions, performance appraisals and vacation schedules. 

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) 

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: Bachelor’s degree in business, accounting, or related field. 

Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience: Seven years of professional experience in student affairs. 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_______________________________________________________________



