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Job Title: 		Assistant Director, Housing Facilities & Services
[bookmark: _Hlk189233961]Job Number:			X-488 | VIP: 2044  			
Band:			EXEMPT-7								
Department: 			Student Housing					
Supervisor Title: 	Director, Housing Facilities & Operations
Last Reviewed:			January 31, 2025

JOB PURPOSE:
Reporting to the Director, the Assistant Director (AD) provides leadership and day-to-day management for all Student Housing’s residence buildings and leased properties. The AD is responsible for providing a safe and secure living environment for students, staff, and guests that live, work and visit Student Housing buildings and space. The AD is responsible for providing effective services to meet the evolving needs of students, staff, and guests by effectively leading planning and operations related to facility services, access control, and Service Centres. The incumbent leads with a safety and service-oriented mindset and oversees approximately 800,000 sq ft of facilities in Peterborough and Oshawa.
Key Activities:
· Lead Student Housing’s facilities and service centre operations in support of the vision of the department and broader portfolio. 
· Oversee health and safety, facility services, access control, and the Service Centre operations including establishing emergency protocols, related policies and procedures, and associated budgets. 
· Develop and implement a service level agreement and priority matrix with Trent Facilities Management and Campus Lease Partners that align with established procedures and emergency response expectations. 
· Operationalize leases with private developers, serving as the primary contact for the institution in conflict resolution processes.
· Responsible for the timeline, scope, and resources (e.g., budget) of facility projects and renewals. Participate in the planning and operationalization of facility capital renovation projects.
· Develop collaborative working relationships with campus partners including Facilities Management, Campus Lease Partners, card office, Health & Safety and Campus Safety to support the overall success and safety of students and guests staying in Trent Student Housing facilities. 
· Accountable for the services provided by the Service Centre team, including managing access control and exploring new opportunities to expand the services offered to students living within Student Housing facilities. 
· Work collaboratively with the Assistant Director, Administration and Assistant Directors, Residence Life with supporting housing initiatives and future planning for perspective and in room students. 
· Responsible for hiring, training, and supervision of 4 OPSEU staff and approximately 50 student employees. 
· Ensure a healthy work environment for employees by taking a proactive approach to training, coaching, and supervision, establishing high visibility and approachability, and appropriately addressing concerns as they arise.
· Participate in an on-call rotation to provide emergency and crisis response support for on-call staff in residence.
· Other duties as assigned.
Education Required:
· A graduate degree in a related field is required. 
· Certification in facilities management from an accredited body is preferred. 
Experience/Qualifications Required:
· Five (5) years of professional experience in student housing or facilities management is required.
· Experience in leading, managing, and coaching employees and navigating human resources policies. 
· Experience with facility services and renewal planning. 
· Knowledge of best practices and guiding frameworks in student housing and facilities management including but not limited to: ACUHO-I Standards, ACUHO-I Core Competencies, and APPA Standards. 
· Demonstrated ability to interpret a variety of university, portfolio, and departmental procedures, policies, and practices in decision making. 
· Ability to organize and manage variety of priorities, projects, and deadlines simultaneously and independently.  
· Excellent judgement with an ability to identify problems, weigh options, and make independent decisions. 
· Demonstrated commitment to and understanding of equity, diversity, inclusion, Indigeneity, and accessibility. 
· An Ontario G Class driver's license with access to a vehicle.
· Experience responding and managing student crises is considered an asset. 
· [bookmark: _Hlk188433579]A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· Direct Reports (4):
· Facility Services Coordinator
· Service Centre & Operations Coordinator
· Facilities Operations Associate x2
· Indirect Reports (50):
· A minimum of 50 student employees
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