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ASSISTANT DIRECTOR
OFFICE OF NEW STUDENT & CAROLINA PARENT PROGRAMS
The University

The University of North Carolina at Chapel Hill, the nation’s first public university, serves North Carolina, the United States and the world through teaching, research and public service. We embrace an unwavering commitment to excellence as one of the world’s great research universities. Carolina prides itself on a strong, diverse student body, great academic opportunities, and a commitment to service.  

Student Affairs at Carolina

Student Affairs serves the University of North Carolina at Chapel Hill in collaboration with academic programs by providing transformational opportunities for students in the areas of student life, health & wellness, leadership & service, and diversity. Student Affairs promotes student success, access, and inclusion by cultivating and leveraging partnerships with faculty, staff, and families as well as local, state, national, and global organizations. We challenge and enable our students to become compassionate and responsible citizens and leaders by fostering an accessible, inclusive, culturally diverse living and learning campus environment.
Our Commitment to Diversity

Fundamental to the Carolina experience is an understanding and appreciation of diversity. To further this mission the Student Affairs must provide opportunities to learn about diversity in its many forms through our programs and services.  We are committed to inclusiveness and accessibility because we serve a diverse student population and strive to foster a work environment which is welcoming to all individuals, regardless of their race, ethnicity, religion, sex, age, sexual orientation, gender identity, ability/disability, socioeconomic class, and national origin.
The Position
As a department within Student Affairs, the mission of New Student & Carolina Parent Programs (NSCPP) is to provide new undergraduate students the information and activities needed to transition smoothly to the University of North Carolina at Chapel Hill.  The position is uniquely supportive of academic and educational experiences because of the critical influence this transitional experience has on fostering student learning, retention, and success in the higher education environment.  The Office of New Student & Carolina Parent Programs is responsible for transitioning over 4, 000 first-year students and over 800 transfer students into the UNC community, as well as establishing and maintaining a relationship with approximately 17,000 families of Carolina undergraduates.  The Assistant Director of NSCPP is primarily to develop, direct and administer services for students that have a direct impact on the quality of students' educational experiences and are directly linked to the institution's academic programs.  In conjunction with the departmental leadership team, the Assistant Director position encompasses a wide variety of educational duties in the areas of leadership development and academic support, program management and student involvement, student communications, and supervision of student employees.  The Assistant Director for New Student & Carolina Parent Programs is directly supervised by the Director for New Student & Carolina Parent Programs. 
PRIMARY JOB RESPONSIBILITIES
· Design and deliver education and leadership training programs and initiatives for over 75 NSCCP student leaders (Orientation Leaders, New Student Programming Co-Chairs and Student Board members, T-LINK mentors, and Project Coordinators).   These leadership programs involve direct student interaction and enhance the overall academic and learning experience outside of the formal classroom setting for student leaders in areas of diversity and social justice, academic achievement, leadership development, and University resources.  Additionally, he/she is responsible for the recruitment and selection processes for all NSCPP student leader positions. 
· Communicate consistent messages to prospective and current students and their families by designing and implementing all departmental communication efforts, including print, electronic, social media, website, webinars, and other emerging communication methods.  This includes, but is not limited to, the following departmental publications:  New Student Guide, Parent/Family Handbook, Parent/Family Calendar, Parent/Family Magazine, The Insider Guide, Family Weekend Guide, Tarheel Beginnings calendar, Orientation & Beyond brochure, Parent/Family monthly E-news, and Student monthly emails, as well as overseeing and updating departmental website content.  He/she will construct content and deliver critical information via NSCPP social media efforts, online webinars, and reservation systems for students and families.  Additionally, the Assistant Director will communicate face-to-face with students and families at University student recruitment events (Explore Carolina, Admitted Student Receptions, and other Undergraduate Admissions events).

· Direct, develop, and administer aspects of the events, programs, and publications for the Parents’ Association and its leadership arm, the Parents’ Council.  This includes planning and implementing the annual Parent Association meeting, biannual Parent Council meetings, and other committee/leadership meetings, usually on a quarterly basis.  The effect of these family programs directly impacts the successful retention of students and their academic success at the University. 

· Assist with departmental development efforts that directly support student initiatives.  This includes preparing donor solicitation materials, ongoing communication with donors, and preparing acknowledgment letters on a regular basis.   Coordinate all NSCPP development efforts in conjunction with Student Affairs efforts.
· Direct, implement, and assess the University’s annual New Student Convocation program, in conjunction with the Offices of the Chancellor, the Provost, University Events, and other University departments.  As a bookend to University Commencement, New Student Convocation is the signature University event that introduces new students to the academic environment of UNC.   
· Select, train, hire and supervise approximately 10 student employees and a graduate assistant, who are directly responsible for communication to students and their families.   
Education Requirements   Master’s degree in College Student Personnel, Higher Education Administration, or relevant discipline is required.

REQUIRED WORK EXPERIENCE For full consideration, a minimum of three years of full-time professional experience in higher education is required.  Successful candidates will possess a thorough knowledge of the needs of first-year students, transfer students, and families and how to best program, serve, and communicate with these constituent groups.  He/she should have an ability to work in a collaborative environment with various constituencies on and off campus.  The candidate must possess excellent oral and written communication skills and have a technical proficiency with website and social media content.  Successful candidates must have a willingness to work some evenings and weekends. 

DESIRABLE SKILLS   Previous experience with student leadership development is preferred.  Strong writing, editing, and proof reading experience. Familiarity with donor relations and development communications is desired. An understanding of issues of diversity; demonstrated leadership and effectiveness in promoting respect and appreciation for diversity and inclusion among students and families. Ability to utilize technology in the delivery of family and student programs is preferred. Excellent organizational skills with the ability to prioritize work appropriately and adapt easily to changing priorities. Ability to work independently on multiple tasks and deal effectively with conflicting priorities. Excellent interpersonal, diplomatic, and communication skills necessary to develop successful working relationships with diverse members of the University community and external constituents.   Committed to working within an innovative environment that is focused on the education of college students and their family support networks.   
SALARY: $40,000 - $45,000
APPLICATION PROCEDURE
The application deadline is 04/09/2012.  To apply for this position# 1004049, go to http://jobs.unc.edu/2502619.  Complete the online form and submit a cover letter, resume, and the names and contact information of three references.  Only Microsoft Word documents and PDF file attachments will be accepted.  Further information regarding New Student and Carolina Parent Programs can be found at http://nscpp.unc.edu/. 

ADDITIONAL INFORMATION   For additional information about this position, please contact April Mann, Director of New Student and Carolina Parent Programs at asmann@email.unc.edu.  
THE UNIVERSITY OF NORTH CAROLINA AT CHAPEL HILL IS AN EQUAL OPPORTUNITY EMPLOYER AND IS COMMITTED TO INCLUSIVENESS AND ACCESSIBILITY
