STERLING COLLEGE

Job Description
Vice President of Student Life
March 2016
[bookmark: _GoBack]Reports to: Sterling College President
This is a full-time exempt, 12-month position
Description:
Directs all student life programs and coordination of personal services and programs related to the College's student development efforts. Sets the strategic direction for student life programs and makes recommendations on related policies.

Responsibilities:
Students-
· Plan, implement, and assess student development efforts with all elements of the college community and all facets of campus life.
· Coordinate new student orientation and coordinate registration with other departments
· Conduct student assessments through College Student Inventory, Student Life Survey, Campus Climate Survey, Drug & Alcohol survey and student satisfaction inventories. 
· Oversee student disciplinary issues.
· Coordinate student educational programs.
· Provide Emergency Preparedness training, Title IX and Alcohol & Drug education for students.
Student Life Department
· Direct, manage, and supervise the student life components of the Office of Student Life including student activities, intramurals, counseling, health services, career services, security, post office, residential life, and new student orientation.
· Establish and implement short- and long-range department goals, objectives, policies, and operating procedures; monitors and evaluates program effectiveness; effects changes required for improvement.
· Design, establish, and maintain staffing and an organizational structure to effectively accomplish the department function; recruits, employs, trains, supervises, and evaluates department staff.
· Supervise and train RA’s & RD’s, Career Services, Counseling, Health Services,  Post Office, and Residential Life
Administrative/Management
· Coordinate retention efforts with Academic Success Committee, Athletic Department, Residential Life and Academic Advisor.
· Represent the College to various institutional divisions as well as externally to media, government agencies, funding agencies, students, and/or the general public/local community.
· Develop and manage annual budgets for the organization and performs periodic cost and productivity analysis.
· Coordinate Emergency Preparedness Planning Committee, Crisis Care and Action Team.
· Develop Student Life policies and procedures.
· Title IX, VAWA and Clery Act Compliance and reporting
· Miscellaneous job-related duties as necessary.



Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· Skill in budget preparation and fiscal management.
· Knowledge of human resources concepts, practices, policies, and procedures.
· Ability to use independent judgment and to manage and impart information to a range of clientele and/or media sources.
· Ability to foster a cooperative work environment.
· Ability to react calmly and effectively in emergency situations.
· Knowledge of student development theory and student personnel administration.
· Ability to supervise and train employees, to include organizing, prioritizing, and scheduling work assignments.
· Strong interpersonal and communication skills and the ability to work effectively with a wide range of constituencies in a diverse community.
· Knowledge of crisis intervention techniques.
· Program planning and implementation skills.
· Employee development and performance management skills.
· Knowledge of financial/business analysis techniques.
· Outstanding interpersonal and community relations skills and the ability to communicate and work effectively within a diverse community.
· Skill in organizing resources and establishing priorities.
· Skill in examining and re-engineering operations and procedures, formulating policy, and developing and implementing new strategies and procedures.
· Ability to plan and evaluate programs.
· Knowledge of applicable legislation, standards, policies and procedures within specialty area.
· Ability to develop, plan, and implement short- and long-range goals.
· Ability to make administrative/procedural decisions and judgments
· Knowledge of organizational structure, workflow, and operating procedures.
· Knowledge of student support programs and services.
Education/Experience:
· Master’s degree required
· Five years of leadership experience in higher education preferred.

*Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.
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