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Position Title: 

Residence Education Coordinator (Arc and Stubbs)
Supervisor: 
Area Coordinator-West Campus
Qualifications:
Requirements are a Masters degree in Student Personnel or related field and professional or significant graduate school experience in residential life.

Position Summary:
Residence Education Coordinators (RECs) are responsible for the day-to-day administration, supervision, and management of their assigned residence hall community.  RECs serve as an integral part of Longwood’s citizen leader mission. They also provide leadership for the residence education programs through their work with residential students and their supervision of Resident Assistants (RA).  They work collaboratively with faculty and other staff members to address student needs, concerns, attitudes, and interests. 

This position manages two very distinct residence halls.  Arc was built in 1992 and houses 175 freshmen and upper class female students.  Arc features small lounges on every floor.  ARC is staffed by four RAs.  Stubbs was built in 1966 and houses 204 upper class female residents.  It is the home of nine national sororities, including three of four alpha chapters founded at Longwood.  Each chapter is assigned a floor and a chapter room.  Stubbs is staffed by four Resident Assistants. 
Work Environment: 
Longwood University is a comprehensive, 70% residential, coeducational, state-supported university with 4500 students. Located in the heart of Virginia, Longwood is 60 miles southwest of Richmond and 60 miles south of Charlottesville.  It offers all the advantages of small-town living with convenient access to major cities, the Blue Ridge Mountains, and ocean beaches.


Residential and Commuter Life’s (RCL) mission is to support an inclusive learning and living environments which foster the development of individual intellectually, personally, and socially.  Longwood’s on campus housing options include a variety of traditional suite-style options on the main campus and a variety of apartment style accommodations located in campus managed villages within close proximity to campus.  Approximately 2900 students live in Longwood managed housing, and approximately 1600 commute to campus.  RCL employs twelve masters level professionals, two administrative support staff members, a technology coordinator, apartment manager, and 200 student employees in a dynamic and changing environment.

Mission Statement:
Longwood is an institution of higher learning dedicated to the development of citizen leaders who are prepared to make positive contributions to the common good of society.  

For the eleventh straight year, Longwood University is ranked among the best by U.S. News & World Report.  In its newly released 2008 survey of colleges and universities, U.S. News ranks Longwood as the 11th Top Public University—Master’s in the South. 

Additionally, Longwood is one of only 139 schools in the Southeast listed as a “Best Southeastern College” in the 2009 Princeton Review. 
Recently, Longwood was one of only 20 colleges and universities nationwide selected by USA Today as colleges that “foster student success,” according to the headline over the article that appeared in August 2005.  These institutions were chosen from among 700 four-year schools that participated in the National Survey of Student Engagement from 2000 to 2003.  “What sets the schools apart, the researchers say, is that when factors such as the academic quality of the students they admit are taken into account, the institutions have above-average graduation rates and do an outstanding job of involving students in their education.” The article says.  “The institutions share what (the survey director) calls ‘an unshakeable focus on student learning’ and create environments designed to promote student success.”

Position Duties and Responsibilities:

Supervision and Staff Development

· Recruit, select, train, supervise, and evaluate a 8 Resident Assistants (RAs).
· Recruit, select, train, supervise, and evaluate a Desk Supervisor/Office Manager.
· Provide individual and staff direction by conducting weekly staff meetings and individual meetings as needed.

· Conduct routine performance evaluations of RAs.

· Provide direction in regards to programming, community development, and educational initiatives.

· Develop and conduct staff development programs for RA staff.

· Assist in the development and instruction of workshops conducted for all staff prior to and during the academic year.

· Work collaboratively with the Desk Supervisor to manage the Arc and Stubbs residence hall front desks and their staffs.
· Foster supportive and challenging multicultural environment focused on citizen leadership through staff selection, training, community programming, and interpersonal contact with staff and students.

Student Involvement
· Work collaboratively with student staff to promote individual student development in the areas emphasized by Longwood’s Student Development Goals that focus on building community, individual and group responsibility, and providing opportunities for student involvement.

· Establish publicized open office hours that provide access to the students, faculty, and staff. 

· Maintain visibility on the residence hall floors and maintain availability through informal contact and interaction with staff members and residents.
· Utilize University and community resources in making appropriate referrals to assist students and parents.

· Provide advising and intervention for individuals and groups experiencing interpersonal, career, academic, or other development difficulties.
· Provide ongoing support for roommate conflicts and mediations.
· Role model professional and mature decision-making. 

· Support and enforce all University and departmental policies and regulations and provide formal and informal disciplinary action. 
· Adjudicate violations of conduct standards, make referrals to the Director of Honor and Judicial Affairs, and administer judicial procedures which encourage appropriate community behavior.
· Investigate and respond to concerns or complaints of students, parents, and University staff members in a manner that provides accurate information and fosters good public relations.

Facilities Management and Administrative Responsibilities

· Serve as a liaison with maintenance and housekeeping staff.

· Develop and maintain strong relationships with the housekeeping staffs in Arc and Stubbs.

· Communicate concerns or needs for the physical improvements for Arc and Stubbs.

· Implement and evaluate fire safety and security procedures in the residence halls, including efforts to provide a safe and healthy environment for residents and guests.

· Work with Residential and Commuter Life (RCL) staff to assist with occupancy management and damage billing process.

· Work collaboratively with the Assistant Director of Fraternity and Sorority Life and Associate Director- Occupancy Management to assist with the sorority housing sign-up process. 

· Perform residence hall opening and closing procedures as outlined by supervisor.

· Maintain oversight of the Arc and Stubbs Community Advisory Board budgets.
· Demonstrate excellent organizational, administrative and communication skills.

· Report information to supervisor and other departmental and University staff members in a professional and timely manner.

· Perform other duties as assigned by supervisor and other central office staff members.

Departmental Contribution

· Demonstrate a commitment to student development and professional standards consistent with the mission of the University and RCL.
· Provide leadership in either Student Staff Selection or Student Staff Training and at least one of the following activities: Department or Program Assessment, Facilities Planning, Staff Evaluation, Staff Manual, and Staff Recognition.

· Serve as the departmental liaison with the Assistant Director of Fraternity and Sorority Life and the sorority leadership regarding issues involving the sororities and their chapter rooms.
· Provide leadership in various assigned summer projects, including summer school management, summer conferences, departmental policy review, staff manual review, and other necessary committee work.  Serve on departmental and University committees and participate in other professional development activities.

· Provide “on-call” coverage (approximately three weeks per semester) for student, faculty, and other emergency needs. 

· Actively support RCL and campus-wide events.

· Participate in various University-wide committees. 

· Perform duties and responsibilities in a manner that is consistent with the laws, regulations, and policies of the Commonwealth of Virginia, Longwood University and RCL.
Programming, Leadership, and Advising

· Provide leadership for a context in which students develop skills required for academic excellence, cultural awareness, self-responsibility, and social interaction.

· Emphasize women’s leadership and women’s programming needs throughout community programming initiatives

· Assist in the creation of programs that are provided for residential students that foster personal wellness, citizen leadership, and community development.

· Serve as advisor to the Arc and Stubbs community advisory boards and provide leadership and direction to the group.

· Provide support to the Arc and Stubbs community advisory boards, the RCL Advisory Board, and their officers.

· Assist with curriculum development and instruction of Introduction to Residential Learning, a class for new Resident Assistants on a rotating basis.

· Serve as the Student Rights Advisor during Judicial Board hearings on an appointed basis.
IT Security 

As a University System Owner, position is responsible for the operation and maintenance of a University IT system as designated by the President. With respect to IT security, the System Owner’s responsibilities include the following:

· Require that IT system users complete any unique security training prior to, or as soon as practicable after, receiving access to the system, and no less than annually, thereafter.

· Manage system risk and develop any additional IT security policies and procedures required to protect the system in a manner commensurate with risk.

· Maintain compliance with University and COV information security policies and standards in all IT system activities.

· Maintain compliance with requirements specified by Data Owners for the handling of data processed by the system.                                                                                                                 

· Designate System Administrator(s), Data Owner(s), and Data Custodians(s) for the system.

As with all positions, it is important to note that other duties may be assigned by the supervisor in order to meet campus needs and during emergency situations.

Compensation:  
$26,000 base salary, 12-month renewable contract beginning July 10; Furnished apartment w/basic cable, local phone, T1 network connection and utilities; up to $500 relocation reimbursement; 10 Dining Hall meals per week and “Lancer Dollars” for the Campus Café; Virginia State Employee Benefits.  Full tuition remission for up to 3 courses per year and a professional development stipend may also be offered.
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