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Job Title: 		Student Housing Coordinator
Job Number:		A-502 | VIP: 1995			
Band:		OPSEU-8								
Department: 		Housing & Conference Services				
Supervisor Title: 	Assistant Director, Residence Life
Last Reviewed:		June 17, 2024

JOB PURPOSE:
Reporting to the Assistant Director, Residence Life, the Student Housing Coordinator is responsible for the day to day operational leadership of the Durham campus residence, including residence life operations, student conduct and wellness response, service centre functions, access control, and frontline student support.
Operating within approved policies, learning frameworks, and departmental direction, the role provides operational decision making and leadership related to community development, student conduct, crisis response, and staff supervision. The incumbent acts as the primary escalation point for residence issues at the Durham campus, making judgment based decisions within delegated authority and escalating matters involving elevated risk, legal complexity, or institutional impact as required. The role fosters a safe, inclusive, and engaging residential environment and supports strong coordination between residence life, facilities, occupancy, and service operations.
The Student Housing Coordinator lives on campus in a designated University apartment and participates in a biweekly on call rotation.   
KEY ACTIVITIES:
· Provide operational leadership for the Durham campus residence, overseeing residence life, service centre, access control, and day to day residence operations.
· Supervise, train, and manage approximately 20 student employees, including hiring, onboarding, scheduling, performance management, and ongoing development.
· Implement the approved residence learning curriculum, fostering a positive, inclusive, and educationally purposeful community through regular engagement and visibility.
· Serve as the primary residence based escalation point for student conduct and wellness concerns, assessing risk and determining appropriate resolutions within delegated authority.
· Respond to student conduct incidents using developmental and restorative approaches, escalating high risk or complex cases to the Assistant Director or appropriate policy holders.
· Provide direct support to students and guests experiencing concerns, coordinating referrals to appropriate campus and community resources as needed.
· Maintain accurate, timely documentation of incidents, student interactions, and operational records in StarRez and other required systems.
· Establish and oversee the Durham Service Centre, hours, and operational procedures in alignment with departmental service standards.
· Oversee access control and key management for the Durham residence, including auditing, sub-master key security processes, and compliance with approved procedures.
· Coordinate facilities related concerns with the Facility Services Coordinator to ensure timely response and resolution of building and maintenance issues.
· Collaborate with campus partners, peers, and lease partners to align residence operations, safety practices, and service standards between campuses.
· Participate in a biweekly on call rotation to provide after hours leadership, decision making, and escalation for residence incidents and emergencies.
· Support students with approved accommodation plans in collaboration with Occupancy Services Coordinator to ensure residence logistics and supports are effectively coordinated.
· Maintain and update emergency response documentation and contribute to continuous improvement of incident response processes and operational readiness.
· Liaise with the Office of Student Affairs, HR, Security, and EHRO to interpret and apply University and departmental policies.
· Collaborate and work closely with peers, campus, and lease partners to facilitate a safe and supportive residence experience that aligns service standards between the campuses. 
· Other Duties as assigned.
EDUCATION REQUIRED:
· Honours Degree (4 year) required.
· Master's Degree with a focus in related fields including, but not limited to, Education, Social Work, and Psychology is an asset. 
· Hospitality Management Certification is an asset.
EXPERIENCE/QUALIFICATIONS REQUIRED:
· Three (3) years’ of professional experience related to providing direct service to students in a post-secondary environment including two (2) years’ experience in responding to crisis situations.
· Excellent communication and interpersonal skills.
· Demonstrated ability to exercise judgement and use initiative in applying and interpreting a variety of procedures, policies, and practices.
· Highly self-motivated and directed.
· Demonstrated ability to work independently and successfully in a team oriented, collaborative environment.
· Demonstrated skills in, and commitment to, customer service and continuous improvement.
· Excellent assessment skills to identify, negotiate, respond, and resolve complex situations involving young adults in crises.
· Must be available weekends and evenings for regular office hours and after-hours responsibilities and for weekend on call on a rotational basis.
· Ontario G class drivers' license or equivalent with access to a vehicle.
· A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
SUPERVISION:
· Supervise and direct the activities of approximately 20 student employees 
ADDITIONAL INFORMATION:
The position is “live-in” with an assigned University apartment provided at a discounted rate, paid by payroll deduction. The apartment is semi-furnished and includes high speed internet, access to a computer, and all utilities. The department also supports the professional development of its team members.
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