TULANE Resident Director
Housing &

Residence Life Job Description

The Resident Director is a live-on, professional staff member responsible for the overall functioning of
their assigned residential areas. The primary responsibilities include initiating, implementing, maintaining,
and evaluating efforts in the residential area that will result in educational, social, and cultural growth for
the individual student and the entire living community. A Resident Director (RD) at Tulane University
fulfills five primary areas within the Office of Housing and Residence Life: Staff Supervision, Community
Development, Student Development, Departmental Responsibilities, and Administrative Duties. This
position serves as a catalyst for student engagement in the residence hall communities and role models
daily interactions with students for student staff.

REQUIRED EDUCATION AND EXPERIENCE:
e Bachelor’s degree from an accredited higher education institution by the date of hire
and
e 4 years directly related residence life work experience

PREFERRED EDUCATION AND EXPERIENCE:

e Master’s degree in College Student Personnel or related field.
e Residence Life experience as well as previous student leadership experience.
e Crisis response and supervision experience with a focus on student development.

REQUIRED KNOWLEDGE, SKILLS, ABILITIES/COMPETENCIES:

1. Ability to demonstrate commitment to personal and departmental development, professionalism,
intercultural education, creativity, collaboration, and initiative.

2. Ability to supervise individuals from different backgrounds towards the goal of an inclusive,
supportive educational environment.

3. Strong administrative and communication skills.

4. Ability to make sound decisions under pressure.

STAFF SUPERVISION Maintains staff compliance with Housing & Residence Life and University Policies.

e Trains and supports Resident Advisors (RAs) on an on-going basis to facilitate leadership and
personal growth and development.

e Supervise student engagement efforts within the residential curriculum by the RAs to ensure the
attainment of department goals and expectations.

e Plans and implements staff development to aid the RAs and desk staff in developing positive
team dynamics and a cohesive team unit.

e Supports and supervises RAs and DSCs in their administrative assignments ensuring accuracy,
timeliness, and completeness.

e Evaluates the performance of RAs on a semesterly basis.

e Provides regular opportunities for staff to receive feedback about the quality and effectiveness
of their work.

e Attends and conducts weekly staff meetings and scheduled one-on-one contact with the RAs.

e Develops and maintains staff awareness of campus/community issues through training,
programming, individual contacts and role modeling.

e Supports Residential Learning Communities (RLCs) in residential area and assist in the program(s)’
development and support.



Monitors work performance for accuracy and completeness in accordance with departmental
goals and guidelines.

Assists with recruitment and training of student building staff (RAs, DSCs, SDSCs, and summer
staff) in coordination and accordance with Assistant Director guidelines.

Assists with the opening and closing of the residence halls.

COMMUNITY DEVELOPMENT

Develops and implements strategies to address the developmental needs of specific student
populations in line with the departmental residential curriculum.

Serves as the primary advisors for Community Governments in each area; attending and
facilitating regular group and individual meetings with executive board officers.

Facilitates an effective and supportive working relationship with the area’s Community
Government (CG) and the Residence Hall Association (RHA).

Serves as a guide to the student leaders and provide accurate resource information.

Offers assistance in the development of leadership skills and provides appropriate feedback for
students and student staff.

Assists faculty and staff associated with the Residential Learning Communities (RLCs) with
engagement efforts and community promotion.

Accurately tracks community engagement efforts as outlined for the residential area.

Provides a high level of visibility and availability to students, while serving as a role model for
students and staff.

Assesses needs of all student populations and implements appropriate programs and initiatives.
Assists with Resident Advisor selection and training.

Works with faculty and faculty initiatives to reach RLC and departmental outcomes. Maintains
records of community development and student development activity and submit reports
assessing activity in a timely manner.

STUDENT DEVELOPMENT:

Supports and administers all university, and departmental policies, regulations, and conduct
standards.

Develops and maintains positive relationships with both residents and area staff that encourage
on-going communication, mutual support, and respect.

Using student development theories, promotes individual and community responsibility and
development in accordance with the departmental residential curriculum.

Addresses incidents of inappropriate behavior using an educational and developmental approach
in informal interactions with students.

Serves as a hearing officer to effectively resolve cases of student misconduct within an
educational and developmental framework.

Working within the limits of professional capabilities, assists students who have academic,
vocational, and personal concerns. Makes appropriate referrals when necessary.

Manages situations involving various psychological, emotional, medical or other safety related
emergencies or incidents in the residential community.

Participates in daily and weekend duty coverage. Staff will be expected to equally share
responsibilities associated with duty coverage when classes are not in session and during
vacation/holiday periods.

Responds to Incident Reports and other notifications of student concerns and issues in a timely
manner.



ADMINISTRATION:

e Maintains consistent hours in the residential area office to best serve students.

e Attends and participates in staff development activities as outlined by the department.

e Attends regularly scheduled departmental meetings.

e Conducts assigned responsibilities associated with checking in/out students and other
administrative processes related to housing residents in the StarRez system.

e Maintains all appropriate hall documentation related to facilities management and inventory
control (i.e., service requests, walk through reports, and fire alarm log, etc.).

e Conducts regular building tours.

e Investigates reported damages and implements the damage billing process as necessary and
communicate to appropriate personnel.

e Promotes and develops management procedures and practices that preserve and enhance the
facilities by conducting equipment and building inventories on a regular basis.

e Communicates related policies to both staff and residents especially at the beginning and the end
of each semester.

e Manages community and roommate agreements for specific buildings, floors, apartments, and/or
rooms.

e Provides a visible and positive professional presence in the residence halls.

e Attends all required meetings and professional development activities.

DEPARTMENTAL RESPONSIBILITIES:

e Actively supports and complies with all University policies, departmental regulations and
departmental vision and goals.

e Maintains a visible presence in the residence halls as a live-in professional.

e Engages in positive, professional interactions with students after business hours to promote
community development.

e Maintains positive relationships with other University departments (i.e., Tulane University Police
Department, Counseling and Psychological Services, Student Health Services, etc.).

e Assists in the recruitment and selection of Residence Life staff.

e Participates in departmental training sessions as scheduled.

e Actively serves and participates in departmental committees as assigned.

e Provides in-person assistance and presence during semesterly opening and closing weeks as well
as the week surrounding the Mardi Gras holiday.

e Assists in fulfilling duties of vacant positions within the department.

This position is considered ESSENTIAL — Level 3. This means that the nature of this position’s work often
requires you to be present and/or available to support students who are experiencing crisis, both during
and outside of normal business hours. While you are not expected to be always available, you should
expect to be on a rotating on-call schedule for when you may be required to respond to critical incidents
on campus. Additionally, this means that when there is an emergent situation at the university, you will
be called upon to fill a critical role. This includes but is not limited to the university’s response to
hurricanes before, during and after the event, and other weather incidents. You should not assume that
being in this category means that you must remain in New Orleans for every critical incident, but it does
mean that you will have responsibilities during critical incidents. Your individual supervisor will discuss
the nature of your specific responsibilities as they are able to do so.

Failure to comply with your duties as an essential employee as requested by your supervisor may result
in disciplinary action as outlined in the Staff Handbook.



