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Job Purpose

The Director of Housing oversees all aspects of the Trent University residence operation. The primary function is to create a supportive, developmental residence community that contributes to student growth, self-reliance, retention, and transition to independent living. Key aspects of this include working with residence life staff and students to create a strong residence community, including living learning communities. The Director oversees the day-to-day functions of the Housing Office, develops and oversees the department budgets, oversees facilities maintenance and renewal, and provides support for off-campus housing. The residence operation houses 1100+ students annually. The Director liaises with multiple offices on campus as well as with key stakeholders in the Peterborough community. 

Key Activities

Oversee Residence Life including Professional Staff, Student Don Staff, Programming, Living Learning Communities, Student Development, and Student Conduct;
1. Hire, train and manage residence life staff, including full-time College Residence Life Co-ordinators (2) and Residence Life Education Co-ordinator (1), as well as residence don team (20+) 

2. Work with residence life staff to create a supportive, educational and empowering residence experience for students, with particular attention to academic skills development and support, community development, issue prevention, and life skills development. Monitor the residence life program through residence assessment and evaluation to ensure that programming expectations for residence students are being met. Prepare and develop plans for living learning communities in consultation with College Heads and other stakeholders on campus; develop and promote LLC 

3. Provide guidance to CRLCs on student conduct issues, emergency response, community programming and student life issues; be available to provide afterhours support for CRLCs as needed. 

4. Work with residence life staff to create preventative and early intervention approaches related to student difficulties and student conduct, in order to foster a strong, supportive community and to increase student self-reliance and efficacy, including related to behaviour and personal growth. This includes assisting the dons in developing educational programming and training for students. 

5. Develop and integrate student residence representation to assist with decision-making related to residence life programming, residence policies and practices. Serve as resource and advisor to student groups on request and specifically to the Housing and Food Subcommittee of CASSC.
6. Serve as a resource and advisor for the College Residence Life Coordinators in their student conduct management role. Oversee preparation and training for the Peer Review Group and, if necessary act as a training resource for the University Conduct Board.  Serve as a conduct hearing officer at the appeals level of the Residence Community Support System. 

7. Serve as Judicial Officer for non-residence conduct issues in the absence of, or in the case of conflict of interest with, the Judicial Officer.

Design, Manage and Administer Departmental Budget;
1. Administer the housing budget throughout the year to ensure expenses are within budget, and that a reserve is maintained.  This includes supervision of the monthly reconciliation of Financial Services statements. Consult on the development and oversight of the food services budget. 

2. Responsible for all student residence and food accounts and for residence financial records.

3. Undertake consultation within the department, multiple other Trent departments and the Housing and Food Subcommittee of CASSC prior to presenting the budget for the approval process. 

4. Undertake on-going budget monitoring and adjustments, as necessary; oversee long-term budget planning as it relates to fees, facilities projects, non-fee revenue generation, and other expenses/revenues.

Leadership and Supervision of Residence Administration;

1. Hire, train and manage housing administrative staff (residence assignments coordinator and housing receptionist) for Symons college residences and Wallis Hall, as well as any additional housing partnerships. 

2. Responsible for leadership, supervision, and policy making with regards to the residence admissions and assignments process with mutually interdependent goals of full occupancy and student satisfaction, including user-friendly, effective and efficient processes.

3. Work with students on all issues related to the Residence Contract, including appeals for compassionate or medical leave from residence, meal plan changes/exemptions, and other appeals for special consideration

4. Establish and supervise the residence check-in and check-out procedures for all residences. 

5. Serve as the Trent administrator of the Erezlife software and maintain ongoing contact with the company.

6. Maintain off-campus housing listing. Work with students, landlords, the City of Peterborough and other community stakeholders as needed to assist students in off-campus living. Provide transition programming to students moving off-campus from residence, including education on tenant rights and responsibilities and independent living. 

Facilities Management;

1. Leadership, decision-making and planning for facilities issues in residence including:  furniture and equipment purchases/repair; systems maintenance/replacement; renovations and/or repair planning and implementation; long and short term planning for facilities renewal and/or creation; involvement in, and consideration of, stakeholder input.

2. Development and continuous updates of 10 year building renewal strategy.

3. Coordination of facilities projects with other departments that utilize the residences and dining halls; responsible for coordinating/liaising with Trent University departments and outside contractors as it relates to facilities management (e.g. Trent Physical Resources Department; Trent Card Office, Trent Information Technology; ResNet partner companies; laundry contractor; linens supplier; fridge supplier; software suppliers, etc.

4. Administer/manage key policy and/or audit for the transition from conference season to student residence season.

5. Determine the budget for all renovations and repairs.  This includes issuing RFPs, review and selection of product options and contractors, and sign off of completed work.

6. Conduct regular inspections of residence and food facilities to note condition and work with Physical Resources to address all safety concerns in a timely manner.

7. Review Health and Safety reports as issued and follow-up on work orders to meet the requirements of these reports.

Food Services Contract Management;

1. Serve as a key contact with Chartwell’s Trent operation with respect to food services in the dining halls; ensure that lines of communication and feedback are open and effective between students and Chartwell’s to provide the best possible dining experience in residence.

2. Review annual meal plan fees submitted by Chartwell’s and incorporate in the Housing and Food budget.

3. Act as key member and resource to the Food Services Committee to set goals and provide feedback related to Food Services quality, price, variety, special dietary needs, marketing, and sustainability initiatives. 

Office of Student Affairs and Trent University;

1. Serve as a contributing member of the Division of Student Affairs on collaborative inter-departmental efforts, such as transition programming, student support programming, crisis management, and faculty/staff training.  

2. Collaborate with other student services, the Trent International Program, First People’s House of Learning, the Office of Human Rights and Equity and other departments as appropriate in order to develop and provide programming and individual student support. 

3. Participate and advise as needed on student conduct/crisis case management, threat assessment, and crisis management, with Campus Security, Wellness, Crisis Management and the Office of Student Affairs as well as other relevant stakeholders.

4. As needed, produce reports, proposals and other information for the Associate Vice President Students.

5. As needed, take on the role of Acting AVP Students in that individual’s absence. Be the designated alternate for the AVP Students on the Emergency Operations Control Group. 

6. Serve as a contributing member and/or advisor on university committees as needed, including CASSC and the Housing and Food Subcommittee of CASSC.

7. Conduct presentations and information sessions about student housing and residence as requested by other departments.

8. Represent the Department of Housing Services at various functions and in working groups.

Analytical Reasoning
Incumbent is required to assess issues of student safety and well-being on an ongoing basis.  Includes response to daily concerns and on-call emergencies that involve everything from violence, suicide and drug over-dose to floods and power failures.

Decision Making

Director makes decisions regarding $10M in budget expenditures – includes staffing, maintenance, training etc.

Responsible for overseeing the response to a range of residence student cases issues  from minor conduct issues to major crises such as hospitalizations, sexual assaults, major mental health issues, etc.

Impact

Residence operates on an ancillary budget.  Any errors in judgement or mishandling of funds results in direct loss to students paying fees.  University operating money does not offset this budget. Errors in judgement regarding student wellbeing can have significant negative impact on student, staff and institutional reputation, legal and fiscal status. The quality of the residence experience is a significant contributor to student retention. 

Education Required

Honours University Degree (4 year) required. 

Masters Degree strongly preferred in a related area such as Higher Education or Student Affairs.  Certification in areas such as Suicide Prevention, Mental Health first aid, Counselling, Conflict Resolution and/or First Aid a strong asset. 

Experience Required

1. A minimum of four years full-time professional residence life and/or student life experience in a post-secondary environment is required.  

2. Excellent verbal, written and cross-cultural communication skills.

3. Demonstrated and innovative understanding of student development theory and educational approaches to residence life and student community development. 

4. Innovative approach to student conduct and student issue management, including preventative and early intervention approaches, conflict resolution, and restorative/educational resolutions. 

5. Demonstrated ability to exercise good judgement, creativity, initiative and sound decision-making in applying and interpreting a variety of policies and procedures.

6. Demonstrated ability to train, motivate and lead a team of full-time and student staff.

7. Demonstrated budget management and budget planning expertise.

8. Demonstrated understanding of facilities and project management. 

9. Demonstrated experience in managing crisis situations, including immediate response to individual and community crises, and longer-term case management. 

10. Ability to interact and work with a wide variety of individuals a demonstrated appreciation and application of diversity and equity principles. 

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Residence Life Coordinators (2)



· Residence Life Education Co-ordinator (1)


· Assignments Officer





· Administrative Assistant




· Off Campus Housing officer




· Facilities Management (1.5)
Indirect Responsibility for the Work of Others: 

· 20+ student dons working in residence 


· Approval of work orders for Physical Resources and setting expectations of service provided.

· Contractors who provide service in residence or training

Communication

Internal:
· Physical Resources (maintenance and caretaking to residence)
· Counselling Services
· DSO
· Academic Skills
· Career Centre
· Health Services
· communication to all service departments on student issues ranging from depression and self-harm to public health issues in residence
· Student Affairs – judicial, program collaboration
· Risk Management, Security - daily contact for support service to residence
· Colleges and student Cabinets and Associations for program collaboration
External:

· Contractors for maintenance

· Training specialists for staff development

· Contractor for off campus housing contract

· Aramark food services provider

Motor/ Sensory Skills

· Required computer skills for residence software and basic administrative duties

· Active listening

· Perception of unclear messages from students in distress
Effort

Mental:
· Ability to move from one task to another rapidly and accurately.  

· On-call 24-7 to respond to student and staff issues in residence halls.

· Ability to develop budgets with accurate forecasting and then to manage.  

· Ability to work with volatile age group to ensure operations and support.  

· Job is emotionally demanding and draining.

Physical:
· Long hours, sleep interruption, evenings/weekends – requires physical stamina
Working Conditions
Physical:
· Work is in multiple locations including home – very disruptive to personal life
Psychological:
· High risk decisions and constant demands of professional and personal time that cannot be controlled by the incumbent make the job very psychologically demanding.
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