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Job Title: 		Off-Campus Housing Coordinator
Job Number:			A-424 | VIP: 1686			
Band:			OPSEU-8				
Department: 			 Housing & Conference Services				
Supervisor Title: 	Assistant Director, Student Learning & Development
Last Reviewed:			April 20, 2026

JOB PURPOSE:
Reporting to the Assistant Director, Student Learning & Development, the Off‑Campus Housing Coordinator is responsible for the day‑to‑day coordination and delivery of off‑campus housing education, advising, and support services, and community-based partnerships, that assist with the transition to off‑campus living.
Operating within established policies, legal frameworks, and program direction, the incumbent makes operational decisions, resolves issues within established protocols, and escalates complex, high-risk issues involving legal complexity, significant student welfare concerns, or cross‑departmental impact to the Assistant Director as appropriate. The role contributes to continuous improvement through data analysis, partnership development, and evidence‑based recommendations that advance student success and positive relationships with campus and community partners.
This position also serves on-call during peak operational periods to support off-campus student housing needs.
Key Activities:
· Coordinate and deliver off‑campus housing support services, tenant education, and safety initiatives that support students transitioning to off‑campus living.
· Deliver direct advising, coaching, and mediation support to students regarding off‑campus housing concerns, landlord‑tenant issues, and housing decision‑making within established protocols.
· Develop, implement, and maintain off‑campus housing education resources, and workshops aligned with the curriculum.
· Educate students on rights and responsibilities under the Residential Tenancies Act, Human Rights legislation, AODA, and related frameworks to support informed and safe housing choices.
· Identify and triage at‑risk students or urgent housing situations, making referrals to appropriate campus and community resources and escalating complex or high‑risk cases as required.
· Administer the Housing Emergency Fund, including application review, fund tracking, documentation, and reporting within approved parameters.
· Coordinate and maintain relationships with external housing partners, platforms, municipal stakeholders, and community organizations to expand access to safe and reputable rental options.
· Track, analyze, and interpret off‑campus housing trends, student needs and learning, and service data, providing operational reports and recommendations to the Assistant Director.
· Coordinate operational communications by collaborating with and providing timely, up‑to‑date information to the Marketing & Communications Coordinator.
· Represent the department at community meetings, municipal tables, and local events to support awareness of student housing needs and neighborhood relations.
· Supervise, train, and mentor student staff supporting off‑campus housing services, ensuring adherence to legislative and university standards.
· Identify service gaps, risks, and improvement opportunities within off‑campus housing operations and bring forward recommendations to the Assistant Director.
· Provide on‑call housing support during peak academic periods, including evenings and weekends, to respond to urgent student housing concerns.
· Other duties as assigned. 
Education Required:
· Honours Bachelor’s Degree (4 year) in a relevant field.
Experience/Qualifications Required:
· Three (3) years’ experience related to the delivery of off-campus housing programs and services.
· Experience working with students and supporting student success, including international student communities.
· In-depth, working knowledge of the Residential Tenancies Act (RTA) and tribunal process.
· Working knowledge of Human Rights, AODA, residential accommodations, the Freedom of Information and Protection of Privacy Act and its implementation.
· Experience recruiting, supervising, developing, and mentoring student staff.
· Strong understanding of student and/or residence life in a post-secondary environment.
· Excellent collaboration, partnership development, and stakeholder management skills.  
· Superior skills working with the Microsoft office suite.
· Strong presentation and interpersonal and communication skills, demonstrating a high degree of empathy, tact, and political acumen.
· Demonstrated ability to exercise judgment and initiative in applying and interpreting policies, procedures, and practices.
· High attention to detail, accuracy, and efficiency, including reviewing and auditing materials.
· Demonstrated ability to work independently and as part of a collaborative team.
· Demonstrated commitment to equity, diversity, inclusion, Indigeneity, and accessibility.
· Occasional evenings and weekends required.
· On call required outside of normal working hours as needed during peak times.
· A valid G class license.
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· Supervise a minimum of four (4) student staff.
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