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Note:  The primary accountabilities above are intended to describe the general content of and requirements of this position and 
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities 
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the 
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215, 
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the 
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the 
performance of essential duties and responsibilities of the position. 
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Equal Opportunity/Affirmative Action Statement 

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the 
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender 

identity in employment or the provision of services. 


	Job Title: Coordinator – Residence Life
	FLSA Status: Exempt
	Job Code: 13560
	Creation Date: October 15, 2010
	Department: Residence Life
	Revision Date: 
	Purpose: Provides overall management and leadership in residential communities.  Principal responsibilities include staff supervision and development, residential education, community development, crisis management, administration and building management, student discipline, hall council advising, summer operations, and other department/university-wide responsibilities. Serves as the primary professional staff member available in student housing for student contact, thus, must be available to students in the evening and weekend as required.
	Duties and Responsibilities: Provides leadership, supervision, and development for the Residence Life Assistant staff at Miner Village and Miner Heights.Selects, trains, and supervises student staff members.Assists in the development and implementation of departmental training sessions prior to each semester.Provides for each Residence Life Assistant’s personal and para-professional development through periodic performance reviews.Facilitates on-going team building and staff development opportunities.Assists in the development of techniques for evaluating the Residence Life Assistant program.Responsible for creating an environment which fosters living and learning for all on-campus housing.Conducts formal and informal assessments to determine the needs of residents.Provides leadership for themed housing programs that are offered on campus.Responds to and counsels students on academic and social issues that arise.Responsible for fostering a sense of community in on-campus housing.Works with the Residence Life Assistant staff in the development of activities designed to develop connections between residents.Uses creative and innovative methods to personally connect to residents.Provides guidance and referral assistance to campus and community resources to individual students as deemed necessary.Provides training for Residence Life Assistants on campus and community resources so that they can provide guidance to students.Coordinates the department’s response to roommate conflicts and other resident concerns.Identifies at-risk students through personal and staff interactions.Counsels at-risk students about campus resources and/or refer the student to appropriate campus departments or community agencies.Responsible for the management and referral of incidents that occur in designated building(s).Participates in on-call duty rotation to provide support to the residential population.Works closely with the Division of Student Affairs, Office of Student Life, University Counseling Center, University Police Department, and other campus/local resources.Develops and maintains awareness of campus and community resources.Responsible for day to day administrative oversight within designated area.Provide hands-on leadership during move-in and move-out times.Participates in regular building tours for perspective students.Conducts Health and Safety Inspections.Coordinates the program budgets for the staff and hall council accounts.Manages the occupancy and assignment procedures and records.
	Duties and Responsibilities Continued: Coordinates damage accountability and billing process.Ensures the proper management of keys (student room, common area, and staff/office keys).Builds relationships with housekeeping, maintenance, and other departments to ensure the physical environment is maintained at optimum levels.Responsible for the student conduct process in designated area.Manages student conduct cases utilizing procedures outlined by the Office of Student Life.Works closely with the Office of Student Life to adjudicate student conduct cases as detailed in the Handbook of Operating Procedures and regents Rules and Regulations.Develops pro-active solutions to address student conduct issues.Responsible for the development of strong student leadership opportunities within the department. Establishes strong partnerships with Student Government Association.Recruits and actively supports the formation of hall council(s).Promotes hall council as they work to accomplish their goals.Facilitates individual and team development opportunities for student leaders.Responsible for summer collateral assignments.Coordinates a variety of conference services with direction from the Property Manager.Coordinates summer school housing and staffing with direction of the Assistant Director for Residence Life and the Property Manager.Works on departmental committees and projects as assigned.Develops and implements RLA fall training.Assists the Department and Division with Orientation presentations.Responsible for assisting with a variety of departmental and/or campus-wide committees and projects.Serves on multiple department or division committees.Participates in summer orientation and related activities.Develops and updates departmental website.Develops and updates facebook and other departmental networking opportunities.Teaches or assists with the UNIV 1301 Living Learning class.Knowledge of all Microsoft Office software and able to learn and use institutional software systems.Complies with all State and University policies.Other duties may be assigned.Supervisory Responsibilities: Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. 
	fill_3: The physical demands described here 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 occasionally required to stand; walk; sit.  The employee is regularly required to talk or hear.  Special vision requirements are close vision and color vision.
	Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.The noise level for this work environment is moderate.
	Minimum Education Required: Master’s Degree.
	Minimum Experience Required: One year professional experience in an on-campus, residence life department or campus housing department.   Prior experience and supervision of student staff required.  Requires full-time live-in at designated residence life location.  
	Preferred Education Required: 
	Preferred Experience Required: 
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