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Job Title: 		Occupancy Services Coordinator
Job Number:			A-495 | VIP: 1977			
Band:			OPSEU-7							
Department: 			Housing & Conference Services			
Supervisor Title: 	Assistant Director, Administration
Last Reviewed:			April 20, 2026

JOB PURPOSE:
Reporting to the Assistant Director, Administration, the Occupancy Services Coordinator is responsible for the day-to-day coordination and delivery of Housing admissions and occupancy services for over 2,000 beds across undergraduate, graduate, family, guest and summer accommodations on the Peterborough and Durham campuses.  
Operating within approved policies, service standards, and delegated authority, the role coordinates housing applications, room assignments, accessibility-based accommodation processes, appeals, and room changes. The incumbent makes routine operational decisions related to admissions and occupancy services, supervises student staff, and provides policy interpretation and issue resolution within scope. Matters involving elevated risk, legal complexity, or institutional impact are escalated appropriately. The role supports a consistent, equitable, and student-centered housing experience through accurate administration, collaboration, and continuous improvement. 
Key Activities:
· Coordinate and deliver housing admission, application, and occupancy processes for undergraduate, graduate, family, guest, and summer accommodations across both campuses.
· Make routine operational decisions related to application processing, room assignments, transfers, and changes within established protocols, escalating non‑standard or high‑risk cases as required.
· Coordinate room assignments, room changes, and emergency relocations in collaboration with Residence Life and other partners.
· Administer the Accessibility and Unique Needs (AUN) process, liaising with applicants, residents, and campus partners to support timely and equitable accommodation outcomes.
· Coordinate the Housing Appeals Committee, supporting fair, consistent, and transparent review and communication of appeal outcomes.
· Act as a primary operational contact for escalated occupancy concerns, providing policy interpretation and issue resolution related to admissions and housing agreements.
· Maintain, review, and coordinate residence and occupancy agreements, contracts, and related documentation to ensure accuracy, consistency, and compliance.
· Maintain accurate housing records and occupancy data within the Housing Management System (StarRez), identifying and recommending system or workflow improvements.
· Apply and support the consistent use of approved admissions and occupancy policies, procedures, and operational practices. Make recommendations to the Assistant Director for any adjustments or revisions.
· Supervise and support front‑line and student staff, assigning work, providing training and guidance, and monitoring service quality.
· Coordinate operational admissions related activities related to seasonal transitions, including early and late arrivals, winter break stays, and summer residence.
· Collaborate with colleagues to align admissions and occupancy processes with academic timelines and recruitment activities.
· Support departmental recruitment and outreach initiatives, including open houses and events, acting as a Housing representative as required.
· Identify operational issues, risks, or improvement opportunities within occupancy services and bring forward recommendations or escalation when matters exceed delegated authority.
· Serve as back-up support to the Occupancy Operations Coordinator as required.
· Other duties as assigned.
Education Required:
· 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.
· [bookmark: _Int_4vKBljl0]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. 
· Experience supervising or coordinating front-line or student staff is considered an asset.
· Proven ability to apply continuous improvement 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, Indigenity, 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.
Supervision:
· A maximum of 5 student staff.
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