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Job Purpose

The Office of Student Affairs provides the oversight and coordination of the various student services departments in Peterborough and Oshawa:  Academic Skills Centre, Athletics, Career Centre, Conference Services, Counselling Services, Disability Services Office, Health Services, and Housing Services as well as being responsible for the coordination of student orientation activities:  New Student Advising and Introductory Seminar Week; and for the daily support of students, staff and faculty who encounter concerns in regards to student support, services, conduct and overall wellbeing.  

Key Activities

Supervision:

1. Hire and supervise the Directors of the service departments.
2. Conduct annual performance reviews.
3. Facilitate Directors’ group meetings to ensure that senior staff are up to date on important university business and processes; identify opportunities for collaboration; coordinate strategic planning initiatives for the division; coordinate budget development.
4. Support individual directors in staffing issues within their departments; consult on student concerns, provide budget and staffing support where possible.
5. Daily supervision of Manager of Student Affairs and Administrative Assistant for office operations, service delivery to students, and oversight of student issues.

Administration and Budget:

1. Oversee the Colleges and Student Services Committee and associated sub-committees.  Ensure that student concerns related to service activities are addressed by the appropriate committee agenda (ex.  Bottled water ban; fair trade purchasing policy; student conduct policies; etc.).

2. Oversee annual ancillary fee protocol with Student Ancillary Fee sub-committee.   Ensure that fee approvals and sign offs are complete for Board of Governors’ approval.
3. Oversee external funds from grants and ensure reports are filed.
4. Monthly review of service department financial reports and monitoring/sign off of expense reports and major purchases.
5. Development of RFP’s for service provision not already in existence or that needs to be renewed.
6. Review and/or sign off and management of contracts for services provided by external agencies including, but not limited to counselling support from Telka Smith; physician contracts for Health Services; social worker and psychiatrist contracts for Counselling Services, Spiritual Affairs contract with Trent Chaplaincy; Peterborough and Durham Transit; TVM Group off campus housing agreement; Sunset Café; Seasoned Spoon; Aramark food services contract, Miranda Studios grad photo agreement. 

Student Support:

1. Receive and review all Security reports pertaining to student activity on campus.  Assign to appropriate Director for response under departmental processes for support, advising, and conduct review.  On call 24 hrs/365 for emergency response to student concerns.

2. Implement student injury response plan or student death response plan as required.
3. Chair Case Management teams to respond to severe concerns for student and/or campus well-being and safety.
4. Act as consultant to all directors in regards to student concerns.
5. Meet with individual students to respond to student administrative, academic, and personal concerns.
6. Develop and facilitate annual parent orientation to develop student support system.

Training and Development:  
1. Conduct annual workshops for Teaching Assistants, New Faculty, and New Faculty Chairs on due process, classroom management, student case management, etc. 

Committee and Task Force Work:

Internal:

1. Sit on the following committees to provide student services input and perspective:  Senate (visitor), President’s Advisory Council on Human Rights; Emergency Planning Committee; Pandemic Planning Committee; Enrollment Management Task Force; Strategic Planning committee; Extended Management, Chair, Customer Service Steering Committee (AODA compliance); New Student Advising Task Group; Oshawa Steering Committee; Campus Card sub-committee; Student Presidents’ Group; and additional committees and task groups as assigned for relevant campus activities.


External:  

1. Member of the Ontario Council of Student Affairs; campus designate to COU development committee on AODA training modules. 

External Liaison/Relations and Partnerships: 

1. Provide Trent representation to the local Workforce Projects.

2. Work with school boards on student transition initiatives.
3. Respond to Communications requests for media interviews.
4. Workshops for schools, businesses, parent groups, etc. re: transitions to university.
5. Trent representative to CACUSS and ACPA.

Research and Program Development;
1. Stay up to date on current research to identify compatibilities with campus activities and develop programs and departmental structures and directions that reflect best practices for current students.


Analytical Reasoning
Work requires very complex analysis and highly developed reasoning skills to solve a broad range of problems within a framework of broad policy and mandates.  Considerable judgement is required to plan and organize strategic, creative, policy and program forming solutions which may affect the entire organization.

There is little that is “typical” in the job.  Situations change daily such that skill sets are used repeatedly, but are rarely applied in the same way.  Sample of reasoning skills:  Transit changing bus passes; implications for student card; requires new technology; means opportunity to move card operation, change access to residence, change security and identification for Athletics and the library, change how meal plans work.  All parties have to be in agreement, work with each other, IT, and Transit to identify solution.  

Student issues range from simple conduct review for a prank to case management when a student’s choices are affecting his/her wellbeing and others.  Involves risk assessment, placed within context of academic supports, personal supports and issues, family concerns, and risk to self and others.  Each plan to respond to critical student issues is different and involves a different group of professionals for assessment and to develop the circle of care for the student to continue or to find the safest way for the student to be removed from the community.

Decision Making

Ranges from broad policy to established procedure.  

· Ex. – student seeks assistance with an appeal that involves academic appeal, fees appeal, and financial aid.  The Sr. Director has the latitude to review the individual circumstances and try to identify the best option for institutional response, then work with the individual departments to resolve.  All must be done in the context of existing policy and fairness to all other students who have appealed particular policy or procedure application.

· Ex. – student poses an imminent risk of harm to self or others, Sr. Director can suspend immediately pending further investigation.  Investigation must follow strict requirements of due process to ensure fairness to students and protection of the institution.

Impact

Impact on the organization is significant and long term; errors may cause serious delays in program or service delivery, such as those owing to a lack of coordination, or failure to provide necessary resources.  Poor decisions may have negative effects on relations with the faculty and staff groups, the student body, external stakeholders, or the broader community.  It is likely that errors will have a substantial negative impact on the University’s public reputation.
· Ex. Impact of misjudgment of student threat could result in student harm to self or others.  Institutional reputation damage; risk of financial impact from law suit.

Impact of administrative/contractual error can result in poor service to students; low satisfaction, lower retention and resulting financial impact.

Education Required

Masters Degree required.  Preference for PhD in Higher Education Administration; Student Development; or related fields.  Additional credentials in Higher Education Law; Human Rights; Risk Management and Business Administration an asset.

Experience Required

· 10 years in the student services field at the professional level.  

· A minimum of 5-8 years in a manager or director role are required, demonstrating increasing responsibility for staff and administration of a service department or departments.  

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 
· Director, Academic Skills and Career Centre 


· Director, Athletics


· Director, Conference Services


· Director, Counselling Services


· Director, Health Services 


· Director, Housing & Food Services


· Manager, Student Affairs (Peterborough)


· Manager, Student Affairs (Durham)


· Administrative Assistant, OSA
Indirect Responsibility for the Work of Others: 

· Staff in individual departments – direct supervision in absence of any of the Directors.


· Spiritual Affairs Coordinator (external contract)

Communication

Internal:
· Director, Risk Management


· Manager, Security


 

· Sr. Director, Communications & Public Relations


 

· University Secretary and General Counsel




· Associate Dean Arts & Science


· Directors of Education Nursing





· Manager, Fees





· Director, Human Resources

 

· President, OPSEU




· Registrar and Associate Registrar


· College Heads





· Manager, Learning Centre

 

· Faculty Chairs





· VP Administration/Finance



· Dean, Arts & Science




· Manager, Human Rights



· Indigenous Student Services



· Privacy Manager




· IT Director



 

· VP Academic





· VP RISEM


 

External:

· Director & Regional Director, Aramark




· Director, Peterborough Transit




· Owner, Miranda Studios



· Trent Chaplaincy Board



· Oshawa City Council




· Durham/UOIT Student Services

· COU 






· MTCU



Motor/ Sensory Skills

· Computer skills
- e-mail, report writing, spreadsheets, software use

· Active listening (all senses) – related to student and staff interactions at all levels and in all circumstances.


Effort

Mental:
· Work involves considerable effort.

· Knowledge base on multiple topics must be broad and detailed to be able to respond to limitless interruptions and questions related to everything from intervention with a student engaged in self harm to the distinction between a lease and a residence contract.  Job involves unpredictable hours, ability to respond to emergencies and ability to develop strategic plans for the division in consultation with many stakeholders.  The risks involved for self and others can be very draining.

Working Conditions
Psychological:
· High stress – student satisfaction, success, and safety are paramount.
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