
 

 
POSITION DESCRIPTION 

 

Employee Name:   Position: Area Coordinator for Residential Life 
(Upper Class Communities) 

Supervisor: Director of Residential Life Core Hours:  8:30 AM to 4:30 PM, Mon-Fri; 
additional evening and weekend hours may be 
necessary; schedule flexibility is essential; on-call 
hours may be required  

Department:  Residential Life Division:  Student and Campus Life 

FLSA Status:  Exempt FLSA Exemption:  Learned or Creative 
Professional 

 
Position Summary: 
 
The Area Coordinator is a 12-month, live-in staff member who will provide guidance and vision for  
upper class residential communities, including affinity housing, apartment housing, and suite-style 
living. The Area Coordinator will supervise staffs of undergraduate Lead Resident Assistants/Resident 
Assistants and will have oversight of departmental initiatives, such as student staff recruitment, hiring, 
and training. 
 
Essential Job Functions: 
 
Supervision: 
 

1. Provide direct supervision, training, and evaluation for Lead RAs and RAs within upper class 
communities. 

2. Coordinate weekly area meetings to review intentional programmatic efforts, student concerns, 
and facility needs.   

3. Conduct one-on-one meetings with student staff to provide direct support and para-
professional development. 

4. Address student staff with behavioral or disciplinary concerns in alignment with departmental 
policies and procedures. Ensure the director is engaged with significant staffing concerns. 

5. Implement and engage departmental and community-wide programming efforts. 
 

Administration: 
 

1. Attend residential life staff training and other professional development opportunities offered 
by the department and college. 

2. Attend professional staff team meetings and Lead RA meetings.  



 

3. Coordinate opening and closings of residence halls each semester and designated break 
periods.  

4. Properly maintain official documentation and students records, including but not limited to, 
residence hall rosters, Room Condition Reports, health and safety inspections, and student 
conduct information.   

5. Serve on campus or community committees as requested or approved by the director. 
 
Student Conduct: 
 

1. Clearly communicate, interpret, support and enforce departmental and college policies to staff 
and students.   

2. Ensure student staff members are appropriately confronting and documenting behavioral 
issues and concerns.  

3. Perform student conduct meetings as directed by policies and procedures.  
4. Review all incident reports, maintenance, and duty logs daily.  

 
Community Development: 
 

1. Develop professional relationships with the Lead RAs and RAs to support their success as 
students and as paraprofessionals.  

2. Advises and refers staff and students for various issues, including academic support, personal 
development, roommate conflict, conduct, mental health, etc.  

3. Oversee and guide RAs in the implementation of residential programming to foster student 
learning, development, and success at the college.  

4. Promote an environment that supports the mission and goals of the department, division, and 
College.  

5. Interpret and enforce residential life and procedures informally and formally. 
6. Maintain high visibility on-campus.  
7. Serve as a resource and referral for students, parents, faculty, and staff.  
8. Promote student involvement in residential, curricular, and co-curricular activities. 
9. Support and participate in college initiatives and traditions, including but not limited to, New 

Student Orientation, Homecoming, Welcome Weekend, and Commencement.  
10. Serve in mentorship role and an additional level of support to students, RAs, and Lead RAs.  

 
Facilities Management: 
 

1. Complete health and safety inspections with Lead RAs and RAs. 
2. Participate in weekly walk-throughs of residential communities to ensure clean, safe living 

environment for students. 
3. Suggest, implement, and support new and innovative initiatives to further support a thriving 

residential campus.  
 

 
 



 

Crisis Management: 
 

1. Provide leadership during crises in the residential and campus community.  
2. Evacuate residence halls in the event of an emergency. 
3. Participate in a year-round on-call rotation to respond to student concerns, policy violations, 

and emergencies. This includes periods where the college is closed. 
4. Assist other campus departments such as Public Safety, Gable Health Center, Facilities, in the 

case of emergency.   
 
Physical Demands: 
The physical demands described below are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions.  While performing the duties 
of this job, the employee is regularly required to use hands to handle, or feel; reach with hands and 
arms; and talk and hear. The employee is required to stand; walk; sit; walk multiple flights of stairs; and 
is occasionally required to climb or balance; stoop, kneel, crouch, or crawl. The employee must 
frequently lift and/or move up to 10 pounds. Specific vision abilities required by this job include close 
vision, peripheral vision, and ability to adjust focus.  Regularly required to talk and hear; verbally 
express information or instructions 
 
 
 

OCCASIONALLY-0-35% OF 
TIME 

FREQUENTLY-36-74% OF TIME CONSTANTLY-75% OF TIME 

Stand Sit  

Walk Lift/Carry/Push/Pull 0-10 lbs.  

Drive   

Reach   

Bend   

Climb   

Crawl   

Squat   

Lift/Carry/Push/Pull 11-50 
lbs. 

  

 
Work Environment: 
The work environment characteristics described here are representative of those encountered while 
performing the essential functions of this job.   
 
The individual is routinely exposed to indoor conditions, minimum outdoor weather and temperature 
extremes, and moderate noise level. 
 
Qualifications/Prerequisites: 



 

 
1.  COMMUNICATION 

a) Strong and effective written and oral communication skills 
 
2.  SKILLS 

a) Work cooperatively and effectively with a diverse population. 
b) Demonstrated skills in leadership, crisis intervention, group dynamics, adaptability, and 

programming in a residential setting. 
c) Demonstrated ability to manage and lead various projects independently and as a member of a 

team; must be able to work within a department that values initiative, strong work ethic and 
teamwork. 

d) Strong computer and technical skills, including Microsoft Office (Word, Excel, Outlook). 
 
3.  EMPLOYMENT EXPERIENCE 

a) Prior Residential Life experience required.  
b) Successful experience in staff supervision, leadership development, and crisis intervention. 
c) Experience at a liberal arts college a plus. 

 
4.  EDUCATION 
 Bachelor’s degree required. 
 
4.  LICENSES 
 
 
 
 
 
 

Employee             Date 
 

Supervisor             Date 
 

Vice President            Date 
 

Director of Human Resources        Date 
 
This job description is intended to describe the general nature and level of work performed by people 
assigned to this classification.  It reflects management’s assignment of essential functions; it does not 
prescribe or restrict the tasks that may be assigned.   


