


 Spelman College

Area Director
Spelman College has a national reputation for promoting academic excellence and a rich history of producing Black women leaders.  We invite you to join us by utilizing your talents and qualifications as our Area Director.

The Area Director is a professional 10 month paid over 12 months, full time, live-in position reporting directly to the Assistant Director of Housing and Residence Life. The Area Director participates as a member of the Residence Life Staff team and is directly responsible for the overall management of 2-4 residence halls, the direct supervision of 5-20 paraprofessional staff, and the possible supervision of 1–2 graduate students. In addition, the Area Director will work closely with the Assistant Director of Housing & Residence Life as well as the Director of Housing & Residence Life to ensure that the Spelman College residential program is current and effective in its implementation of strategies and programs to assist and promote the successful educational, social and intellectual maturation of its residential students.
Essential Duties and Responsibilities include but not limited to the following:

· Serve on an emergency “on-call” duty rotation schedule for an area of approximately 1180-1485 residents;

· Supervise, select, train, and evaluate 5 – 20 paraprofessional and possibly 1-2 graduate students and student desk assistant staff;

· Identify problems and needs of students and refer them to psychological counselors, campus police, or Health Services;

· Assist the central office in the effective and efficient facilitation of various departmental processes (i.e. housing selection, room changes, room inspections, damage billing, move-in, move-out etc.);

· Serve as judicial hearing officer for housing and/or college violations; compile and process judicial reports;

· Resolve student behavior problems by the issuing of educational/judicial sanctions;

· Responsible for the overall student development of 2 - 4 residential halls;

· Assist with the departmental goals on the development and documentation of various departmental systems and processes;

· Serve as liaison between facilities management and residential students regarding maintenance concerns;

· Serve as the advisor to hall council(s);

· Maintain programming budget(s);

· Maintain and update residential rosters and facilitate periodic roster verifications;

· Conduct regular building, health and safety inspections;

· Complete and submit semester and annual reports to the Director of Housing and Residence Life;

· Attend some annual and regional conferences. 

· Collaborate closely with the Assistant Director and Director of Housing Residence Life; assist with other duties as assigned.

REQUIREMENTS 
Our ideal candidate profile will include:

A Bachelor’s degree and three years of progressive job related experience, preferably in higher education, are required. Previous supervisory experience is also required. Master's degree preferred. 

Must possess excellent interpersonal, organizational, and customer service skills. Must have the ability to prioritize effectively; multi-task; be detailed oriented; interact in a diverse community; as well as adapt to changing situations. Must have demonstrated experience with interacting in a positive and uplifting manner with young adults.

Excellent oral and written communication skills required, with the ability to read and interpret documents such as business communications, professional journals, technical procedures, maintenance instructions, and procedure manuals. Must have the ability to speak effectively when interacting with the public and the entire Spelman community. Must also have the ability to effectively present information and respond to questions from parents and students.

Must have intermediate skills using the Microsoft Office Suite (Word, Excel, and PowerPoint). The ability to create such things as general correspondence, flyers, reports, spreadsheets with formulas, and presentations is essential. Must be able to utilize e-mail systems such as Lotus Notes/Outlook, and be internet savvy.

APPLICATION PROCESS 
Qualified individuals are encouraged to visit our website and apply via our online application: www.spelman.edu.   We offer a competitive compensation and benefits package and a campus environment filled with unique opportunities and experiences. 




SPELMAN COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER
NO PHONE CALLS PLEASE
