POSITION CLASSIFICATION QUESTIONNAIRE

FLSA Exempt Classifications

Department:  Student Housing

Incumbent:  Debra Floerchinger

Work Schedule/Location:  8-5, M-F, Jeff Banks, 2U/05
Length of Time in Position:  8 years

Title Requested:  Director of Student Housing/Activities 
Immediate Supervisor/Title: Dr. Larry Milne, Vice Chancellor Academic Affairs
Position Summary:

Administering the business functions of Student Housing and Student Activities; directing registration, commencement, and student intramural program; administering student insurance program and counseling to Associated Student Government (ASG).  Advising on developing and implementing strategic changes in student services.

Standard Duty Areas

55%  Administers Housing:  Sets policy and procedure for all campus housing, makes housing assignments, coordinates all  housekeeping, repair, and services for the Jeff Banks Student Union and Dormitory, screens housing applications.  Administers all costs associated with housing including  establishing rental and retail rates, tracking rental fees for payments and student identification cards.  Schedules events and coordinates all necessary preparations for use of the Jeff Banks ballroom. 

35% Directing Student Activities:  Advisor and business manager for all student activities including  student intramural, student governance (ASG),  student wellness program, assists students in selection of student insurance program, writing annual report for student activities, coordinates registration for all students.   Counsels students on personal problems, guides students to proper authority for assistance. 

10%  Commencement:  Coordinates all activities associated with commencement including selecting bids for cap and gown orders, setting calendar for commencement activities and deadlines, setting commencement program, arranging for decoration and draping of Barton Coliseum, coordinating rehearsal, faculty marshals, ushers, arranging parking for special guests, securing traffic control, writing script for commencement by updating and reviewing for appropriateness, establishing seating arrangements, student and faculty line of march, organizes and distributes cap and gown orders.  Arranges for physical plant and housekeeping to assistance in  commencement off campus preparations.

Position Supervises/Leads
Direct:  Vacant Assistant Director, Vacant Financial Specialist, Administrative Secretary,  two student employees, Custodial Supervisor, 8 housekeeping staff, 10 Resident Advisor’s  and Dorm Representatives;  intramural directors

Budget Responsibility
Direct:  Total Budget Responsibility $741,493  (Student Housing - $673,770    Student Activities - $67,723)

Indirect:   Coordinates student insurance program funds between students and the insurance company. 

Problem Solving/Accountability
Accountable for the smooth day to day operation of student housing,  and student activities.  Identifies and directs any repairs and services associated with the Jeff Banks Student Union and Dormitory.  Develops and adjusts policy and procedure for all campus housing within University policy and state laws.  Counsels students with problems, resolves student problems or guides them to the proper authority, acts as liaison between students and campus. 

Interaction
Office staff, division staff, housekeeping, other UAMS departments, volunteers, faculty, students, outside vendors and services, hospital patients' families, and  visiting faculty/guests.

Essential Physical Requirements

____Bending    ____Standing   ____Walking       X      Eyesight       X    Hearing   ____Driving    

   X  Speaking   ____Repetitious Movement      _____Lifting

____Exposure to harsh or extreme conditions (explain)

Equipment Used in Position
20% Telephone

15% Microcomputer

  2% Calculator

Minimum Qualifications
____ Ability to Follow Oral Instruction

____ Ability to Read and Write

____ High School, GED or formal educational equivalent

X__ Baccalaureate Degree, Major Masters preferred in Business Administration,  




                         Educational Administration, or related field

      Advanced Degree, Type/Major:  

____ Professional License/Certification

 X     Direct Work Experience, Length/Type:   5 years experience business management, 

         



                          with emphasis in student housing and/or 







   student activities.

 X     Other:  Must have strong inter-personal skills.  Experience with SAP, UAMS accounting structure is desirable.
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