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Job Title: 		Student Development Coordinator 
Job Number:			A-216 | VIP: 1340
Band:			OPSEU-10								
Department: 			Student Affairs, Trent University Durham GTA		
Supervisor Title: 	Director, Student Affairs Durham Campus
Last Reviewed:			December 17, 2025

JOB PURPOSE:
The Student Development Coordinator plays a critical role in supporting the personal and social success of students at Trent University Durham GTA by developing initiatives that promote student rights and responsibilities, leadership opportunities, event planning, and community engagement. They advance and implement interconnected projects related to the Student Charter of Rights & Responsibilities, Student Event Risk Assessment and student leadership development. The Coordinator is responsible for developing learning outcomes, evaluation tools and assessment plans that are responsive to diverse and emerging student needs, while collaborating with campus stakeholders to maximize student support and the quality of student experiences. 
Key Activities:
Student Conflict & Conduct Management
· Serve as an Adjudicator for the Student Charter of Rights and Responsibilities and Sexual Violence Policy, applying principles of due process, procedural fairness, and restorative justice.
· Investigate, mediate, and resolve student conduct cases with broad impact on individuals, organizations, and the campus community.
· Collaborate with campus partners to develop and deliver preventative programming related to student rights and responsibilities, conflict resolution, sexual violence prevention, and harassment prevention.
· Provide training on conflict prevention, mediation, and management to students, staff and faculty.
Leadership and Student Development
· Design and implement developmental and leadership programming for undergraduate and graduate students.
· Adapt and revise established retention practices/programs to create innovative learning experiences that support self-discovery, community engagement & lifelong learning.
· Develop and deliver training for student staff and student leaders in facilitation, conflict management, and equity-informed leadership.
· Provide mentorship and consultation to student organizations, ensuring alignment with university policies, and risk management standards.
· Oversee the Durham Campus Co-Curricular Record (CCR), ensuring system integrity, usage evaluation, and campus-wide promotion.
· Provide ongoing guidance, mentorship, and professional development to ensure high-quality program delivery and student staff growth.
Event and Risk Management
· Coordinates the risk assessment process for non-academic student-run events, applying knowledge of risk management, insurance waivers, and Trent University’s insurance policy.
· Reviews and approves or denies Student Event Risk Assessments, recommending appropriate risk mitigations strategies.
· Ensures accurate completion and secure filing of signed insurance waivers.
· Collaborates with campus partners to support the consistent, safe, and effective execution of student events across Trent University.
· Maintains an updated record of Student Event Risk Assessments accessible to relevant campus stakeholders.
· Negotiates contracts and manage delegated budgets for external and internal student events.
· Develops training materials and reference resources related to student event planning and risk management.
· Administers the Student Initiative Fund, including promotion, application review, allocation of funds, and tracking expenditures.
Communication & Community Engagement
· Act as a liaison with internal and external partners, including faculty, staff, student associations, and community organizations for student engagement opportunities.
· Gather and analyze program performance metrics to support annual reports.
· Develop communication strategies, and educational materials for diverse audiences.
· Maintain Student Life webpages, social media, and promotional resources.

Education Required:
· Four (4) year Honours University Degree; preference will be given to candidates with a graduate degree and/or with a focus in related fields such as higher education.
· Formal mediation/conflict resolution training.
Experience/Qualifications Required:
· Three (3) years of related experience in post-secondary student affairs, including direct responsibility for leadership programming, conflict resolution, restorative practices, supervision, and event/risk management.
· Skilled in conflict resolution, mediation, restorative justice, and reparative approaches to behavior management.
· [bookmark: _Hlk213434560]Empathetic and equity-minded, with insight into and knowledge of diverse student experiences.
· Understanding of student development theory, retention strategies, and engagement practices.
· Demonstrated ability to interpret and apply a variety of procedures, policies, and practices.
· Strong communication (verbal, written and presentation) and interpersonal skills.
· [bookmark: _Hlk213434598]Proficiency in Microsoft Office Suite, web editing, and social media management.
· A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· Hire, train, supervise, and evaluate up to 10 student employees and placement students. 
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