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Job Title: 		Off-Campus Housing Associate	 
Job Number:			A-470 | VIP: 1914			
Band:			OPSEU-6	
Department: 			 Housing & Conference Services				
Supervisor Title: 	Assistant Director, Student Learning & Development
Last Reviewed:			April 24, 2026

JOB PURPOSE:
Reporting to the Assistant Director, Student Learning & Development, the Off‑Campus Housing Associate is responsible for the direct delivery of off‑campus housing education, advising, and support services to students, with a primary focus on the Durham campus. The role supports students transitioning from on‑campus to off‑campus living by providing accurate information, tenant education, mediation support, and referrals related to housing access, safety, and rights.
Operating within established policies, legal frameworks, and program direction, the incumbent makes day‑to‑day service and support decisions, responds to student inquiries and urgent concerns within scope, and escalates complex, high‑risk, or non‑routine matters to the Assistant Director as appropriate. The role contributes to a safe, informed, and equitable off‑campus housing experience, and supports positive relationships with campus and community partners.
This position also serves in an on-call rotation to support residence students at the Durham campus.
Key Activities:
· Provide direct frontline advising and support to students seeking off‑campus housing, including guidance on housing options, tenant rights, and decision‑making.
· Develop and deliver individual and group education to students on rights and responsibilities under the Residential Tenancies Act, Human Rights legislation, AODA, and the curriculum.
· Respond to housing‑related inquiries and concerns, making routine service decisions within established protocols and escalating complex or high‑risk cases as required.
· Provide initial response and coordinate referrals for students experiencing urgent or unsafe housing situations, including participation in the Durham residence life on‑call rotation as assigned.
· Support mediation and conflict‑resolution efforts related to off‑campus housing concerns, referring complex cases to the coordinator or appropriate campus resources.
· Develop, maintain, and update off‑campus housing resources.
· Deliver workshops, seminars, and presentations related to off‑campus housing, tenant education, and housing safety.
· Support off‑campus housing events and initiatives, including housing fairs, information sessions, and outreach activities.
· Support the administration of the Housing Emergency Fund, including assisting with application review, documentation, and tracking within approved processes.
· Work with approved off‑campus housing platforms and partners (e.g., Places4Students) to support access to rental listings and identify service improvement opportunities.
· Build and maintain positive relationships with landlords, community partners, and municipal stakeholders through participation in meetings, events, and committees.
· Track service activity, emerging issues, and housing trends, and provide operational input and observations to the Assistant Director.
· [bookmark: _Hlk97021862]Partner with campus and external partners to create off-campus housing services and resources to support members of equity-deserving groups in seeking accommodations.
· Other duties as assigned.
Education Required:
·  General Degree (3 year).
Experience/Qualifications Required:
· Two (2) years of experience required. Experience with off-campus housing services is preferred.
· Working knowledge of the Residential Tenancies Act and Freedom of Information & Protection of Privacy Act is required.
· Demonstrated ability to exercise judgment and initiative in applying and interpreting policies, procedures, and practices.
· Strong presentation and interpersonal and communication skills, demonstrating a high degree of empathy, tact, and political acumen.
· Excellent organizational and planning skills to manage multiple projects and shifting. 
· Superior skills working with the Microsoft office suite.
· Ability to work independently and as part of a collaborative team.
· Experience working with students and supporting student success, including international student communities is considered an asset
· Demonstrated commitment to equity, diversity, inclusion, Indigeneity, and accessibility.
· Occasional evenings and weekends as required.
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
· A valid G class license, with access to a vehicle.
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