

[image: Trent University Logo]OPSEU JOB DESCRIPTION



Job Title: 		Occupancy Operations Coordinator
Job Number:			A-327 | VIP: 1355			
Band:			OPSEU-8								
Department: 			Housing & Conference Services
Supervisor Title: 		Assistant Director, Administration
Last Reviewed:			April 20, 2026

JOB PURPOSE:
Reporting to the Assistant Director, Administration, the Occupancy Operations Coordinator is responsible for the day-to-day operational coordination and execution of Housing admission and occupancy processes across undergraduate, graduate, family, guest and summer accommodations, supporting over 2,000 beds across the Peterborough and Durham campuses.  
This role ensures the accuracy, integrity, and timely flow of occupancy information and workflows within the Housing Management System (StarRez), and across related university systems. Operating within approved policies, processes, and service standards, the incumbent makes routine operational decisions, resolves issues within their delegated authority, and escalates matters that introduce risk, affect multiple units, or require policy interpretation or resource re-prioritization. The role also supports continuous improvement through data analysis, reporting, and operational recommendations that enhance consistency, equity, and the student experience. 
Key Activities:
· Coordinate and execute Housing admission, application, allocation, and occupancy workflows, ensuring accurate records, standardized processes, and timely system actions across both campuses.
· Make day‑to‑day operational decisions related to application processing, assignments, changes, and exceptions within established protocols, escalating non‑standard cases as required.
· Serve as a major user of the Housing Management System (StarRez), overseeing applicant portal workflows, data integrity, reporting, and effective integration with related university systems.
· Monitor, validate, and maintain occupancy data to support operational needs, compliance, and service delivery consistency.
· Prepare and provide operational reports, dashboards, and summaries on applications, occupancy, and trends to inform planning and decision‑making by supervisors and stakeholders.
· Coordinate administrative preparation for annual application, allocation, and renewal cycles, including system readiness, documentation updates, and cross-departmental communication.
· Support continuous improvement of admission and occupancy processes through workflow analysis, issue tracking, and evidence‑based recommendations to the Assistant Director.
· Coordinate the operational processing of housing fees, deposits, deferrals, cancellations, withdrawals, renewals, refunds, and related transactions in alignment with approved direction and in collaboration with Finance and other partners.
· Present fee‑related cases to the appropriate appeals committees and coordinate communication of outcomes to students in accordance with established procedures.
· Collaborate with departmental and campus partners to align occupancy processes with academic timelines, recruitment cycles, and Housing service delivery requirements.
· Ensure accurate, consistent, and timely delivery of housing‑related communications, notifications, through system‑generated messaging to applicants and occupants.
· Coordinate operational service communications by collaborating with and providing timely, up‑to‑date information to the Marketing & Communications Coordinator.
· Provide training, guidance, and operational support to student staff regarding occupancy processes, system use, and service expectations.
· Act as operational support during peak periods (e.g., application launches, move‑in/out, recruitment events), including working evenings and weekends as required.
· Identify emerging issues, risks, or trends affecting occupancy operations and bring forward recommendations or escalation when matters exceed delegated authority or impact the broader student experience.
· Serve as back-up support to Occupancy Services Coordinator as required.
· Perform other related duties as assigned.
Education Required:
· Honours Bachelor’s Degree (4 years) in relevant field (e.g., Business Administration, Social Science) or an equivalent combination of education and experience.
Experience/Qualifications Required:
· Three (3) years of housing administration experience required.
· Demonstrated experience in supporting residents, applicants and families, ensure clarity, responsiveness, and equitable service.
· Excellent customer service and strong interpersonal skills, both written and oral.
· Working knowledge of current federal and provincial laws, including but not limited to: Residential Tenancies Act, Ontario Human Rights Code, Accessibility for Ontarians with Disabilities Act, Freedom of Information and Protection of Privacy Act, Ontario Health and Safety Act. 
· Experience working with the housing management system (e.g., StarRez) is required. Working knowledge of Slate and Colleague is considered an asset.
· Knowledge of the university and residence recruitment, admissions and occupancy cycle, policies, and technical practices.  
· Superior skills working with the Microsoft office suite.
· Proven ability to apply continuous practices.
· Ability to demonstrate initiative, apply critical thinking, and manage multiple competing priorities with accuracy and attention to detail.
· Ability to work independently and as part of a collaborative team
· Demonstrated commitment to equity, diversity, inclusion, Indigeneity, and accessibility.
· Occasional evening and weekend work required.
· A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
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