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INTRODUCT I ON

The purpuse of this monograph is to gather into a single collection typical
Job descriptions ¢ student activity professionals at community and junior
églleges irn the United States. |t is by no means a scholarly research project,
Nevertheless, the final section of the monograph summarizes and compares the
data and draws some conclusions and can be considered an important contribution
to the field of research on this subject.

Very little has been written about the Communi': College Activitias
Director, yet the position has evolved in a rather uniform manner around the
country. The position is the "catch all" for numerous functions which affect
the iives of students on campus outside the classroom. Insofar as tThe nature
and needs of community college students differ from those attending four year
residential colleges, the activities coordinator at the community college is
an important member of the management/administrative team of the two vear college.
Through the evolutionary process, the position has been upgraded to a level
near the Dean ol Students. Although past studies have placed the activities
director on the lowest rung in the Student Personnel Services Department
nierarchy, this study demonstrates that the position is now close to the top
of Tthe ladder.

IT is hoped that this study will alert those outside the field +o recognize
the imporiance of the position within the college structure and to demonstrate
this awareness by a professional approach to hiring, compensation, administrative
relationships and staff development.

At the same time, it is hoped that the professionals themselves wili nain
greater awareness of their place in the management/administrative structure
of the college. This greater self-awareness should lead to a high degree of
self-respect and security which in turn will assist them in providing better
services for the students on their campuses.

ow

I wish to thank the more than thirty student activities professionals from
Two year colleges in fourteen states in the U.S. for providing me with their
Job descriptions. .Special thanks to the Two-Year Col lege Committee of the
Association of College Unions ~ International and my Region |11 col leagues for
their encouragement and to my friends here at B.C.C., especially Paula Dye,
my secretary, for giving me the time and help to get the job done.

Joseph M. Laufer

Burlington County College
Pemberton, New Jersey 08068
February 4, 1973




ARAPAHOE COMMUNITY COLLEGE

DUTLES AND RESPONSIBILITIES OF THE DIRECTOR OF STUDENT ACTIVITIES

The Director of Student Activities assists the Dean of Students by providing
for the management of all student auxiliary enterprises and the Student Activities
budget, and by the administration of the complete activity program.

Since the salary for this position is financed through student fees, the Directo:
is also responsible to the Student Serate. However, the Dean of Students serves
as his immediate supervisor.

The Director of Student Activities shall:

1. Work cooperatively with all students, faculty, and staff in the planning,
initiating, and supervision of a comprehensive activity program.

2, Serve as advisor to the Student Senate and Inter-Club Council.

3. Supervise the preparation and administration of the Student Activities budget
and develop, in cooperation with the College Business Office, sound procedures
for the management of said budget.

4. Be responsible for the approval of all purchase requests submitted by
student organizations.

5. Operate an information and reception center pertaining to student activities,

6. Supervise the management of the College bookstore and the food service
operation; manage and coordinate the use of the Student Center in cooperation
with students, faculty, staff, and community groups.

7. Develop and supervise the publication of a student newspaper, student
handbook, and special bulletins.

8. Coordinate the planning of all student financed facilities in the new
building with the students, the architect, and the Dean of Students.

9. Submit periodic reports to the Dean of Students concerning the Activity
program and the operation of auxiliary enterprises,

10. Represent the students at Governing Boatd mEEtlngS on matters pertaining
to activities and sicudent fees,

11. Cooperace with Director of Community Services and with' community leaders
in the development and presentation of a fine arts program,; and other
programs which are of benefit to students and to members of the community.

12. Serve as-a member of the following committees and councils:
a. Student Affairs Committee
b. Administrative Council
¢. Athletic Committee




Du

ARAPAHOE COMMUNITY COLLEGE (Cont,)

ties and Responsibilities of the Director of Student Activities

13.

14,

e
Ly

16,

Develop and maintain a Student Activity Calendar.

Establish good working relationships with other Student Activities
personnel in the two and four-year colleges of the State of Colorado.

Maintain communicatiocn and good rapport with all Student Personnel
Services staff members of the College in order to assist in the overal:
development and 1mplementat1@ﬂ of a total Student Personnel Services

program.

Assume other duties as may be assigned by the Dean of Students.

1,19.72/mp
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ARTZONA WESTERN COLLEGE
on

Dean of Student Activities
Staff Responsibilities

The Dean ot Student Activities is responsible to the Dean of Student Affairs and

“ultimately to the President of +he College in all matters pertaining to the operation

of the College Union and 3tudent activities program. Responsibilities for this
pusition include but are not restricted to the following:

. The Dean of Student Activities shall develop and maintain supervision of
all student activity programs conducted on the college campus.

2. The Dean of Student Activities shall assume leadership in the promotion of
The College Union to The general public and exert general supervision over

art events conducted in the College Union.

3. All events conducted on campus that require College Union facilities shall be
scheduled through this office.

4. The Dean of Student Activities shall promote and piublicize programs in the
College Union to elicit fullest student participation in such events.

5. The Dean of Student Activities shall assume control over the operational
budget in the College Union to insure sufficient funding for programs.

6. The Dean of Student Activities shall provide liaison between the col lege and the
food services company operating on campus.

7. The Dean of Student Activities shall provide general supervision of the
College Intramural Program.

3. The Dean of Student Activities shall provide overall .administration support
for clubs- and organizations.

9. The Dean of Student Activities shall provide genersl administrative supervision
of the Revenue Budget.

0. The Dean cof Student Activities shall establ|ish proceduras for the evaluation
of all emplovees under his supervision.

I'1. The Dean of Stucent Activities shall serve as advisor to and supervise the
implementation of policy as set forth by the College Union Advisory Board.

I2. The Dean of Student Activities shall provide general supervision for A.S.A.W.C.

I35, The Dean of Student Activities shal! assume other responsibilities as
directed by the Dean of Studeni Affairs and/or the President of the Col l=ge.

Revised
9/5/72



ATLANTIC COMMUNITY COLLEGE
DIRECTOR OF STUDENT ACTIVITTES
Job Description

Duties:

1. General supervision of all clubs and organizations.

Formation of new clubs
Annual recognition of clubs
Club budgeting through Student Financial Control Board

1o D

2. Advisor to Student Government.

A. Chaperone Student Government functions

Devise, develop, supervise Student Government policies, and
procedures

Assignment of students to college committees

Develop social programs with members of Student Government
Write, edit and distribute handbooks

P

=T

3. General counseling duties (academic and personal).

4. Make Identification Gardsgv

5. Other duties as assigned.

Meetings:

1. Departmental

2. Administrative Council

3. student Association

4. Faculty

5. Student Life Committee - the SLC is a committee of students selected
from, hopefully, all areas of student interests who meet with the
Board of Trustees.

6. Editorial Review Board - a committee set up to advise student
cations.

to
public

Judicial Review Board = a committee to handle incidents of a social
or academic nature directly relating to students.

~Jl
-

Administrative

1. Club and Organization Policy Manual; write and revise.

2. Student Financial Control Board - prepare budget and distribute
the student activities monies to the clubs and organizations.




5.
Social:

1.

ot

8.

ATLANTIC COMMUNITY QQLLEGE (Cont.)
Lost and Found = catalog and store lost and found items,
Advisees - confer with advisees and assist Counseling Office.
Supervise and change bulletin boards.
Homecoming
Fall concert
Spring concert
Various dances during the year.

All of the above are chaperoned and their planning advised by
the Director of Stugent Activities.

Clubs - arrange facilities, advise, schedule m-eting dates, times,
and places. Material support for clubs such as stencils, paper, etc.

Advise new clubs - how to organize, help locate advisors.

Miss Atlantic Community College Pageant.

Special Projects:

1.

~d

Student Handbook - the handbook is written and printed during
the summer and distributed at orientation.

Orientation - the first week of school is planned and organized
primarily by the Director of Student Activities and the Director
of Counseling.

Who's Who - committee selection for the purpose of nominating
students. The actual nominations are handled through this office.

Bloodmobile ~ arranging for student help and participation in

the project is done in the Student Activities Office. This office
aids the College Nurse on this project.

College trips - during October, the Director accompanied the SGA
President to Washington, D.C. During January the Director accom-

panied the Organization of Black Students to Newark, New Jersey.

Reports to Administrstive Staff - registration methods, progress
reports, etc.

Assist campus recruiters - Marine Corps, Army, and Navy.
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BUCKS COUNTY COMMUNITY COLLEGE

Student Affairs

DIRECTOR OF STUDENT ACTIVITIES
aff position with the director responsible to the dean of student
Duties and responsibilities are as follows:
To advise student government.

To increase the involvement of scudents in the college decision-making

To conduct leadership programs, classes, and/or institutes.

To supervise student elections and student conferences.

To assist students in the planning of a varied activities program.
To help in the preparation of the student government budget.

To evaluate the value of various student activity programs.

To work with administration and students in developing policies
covering all social antivities,

To maintain a student social center.
To coordinate all extra-curricular room requests.
To train students to assist new students,

To orient students to college and college activities.



Burlington County College Date: 11/1/72
Job Description No. [-5
Job Title: Assistant to Dean for Student Affairs

Narrative Description

The Assistant to the Dean for Student Affairs is responsible for identifying
sfudent needs and characterisfics, and assisting students to initiate programs
and activities which reflect these needs and characteristics. He is primarily
concerned with general student welfare, serving as the principal articulation
point between student body and the college administration. Using counseling
and advising resources for the maximum development of each studeni's potential,
he snal | respond fo the expressed needs and concerns of ' e students regarding
out of class l|ife styles. He is responsible for student leadership development,
encouraging students to order their own concerns through self government and
participation in the gecision-making process regarding matters directly

related to them. He i3 involved in the administration of discipline with
emphasis on human deveiopment. He shall serve as facilitator of communication
between students and the faculty, administration and community. He is
responsible for the supervision of the recreational and lounge facilities and
the Student Affairs office suite. He is assisted by and directly supervises
The Game Room Manager. In the administration of the college, the Assistant

to the Dean for Student Affairs reports directly to the Dean of Student
Development, who in turn reports to the President of the Col lege.

FuﬂETEQnalrﬁespghsibjljfjeg

I Assists students in identifying and initiating relevant cultural, social
and recreational programs which benefit the entire college community.

2, Provides opportunities for students tfo develop leadership and organizational
abilities through special courses and training programs.

3. Assists student organizations in developing and executing their activities
n compliance with college-wide educational objectives, policies and
procedures,

4. Coordinates the use of activity and recreational facilities in cooperation
with the Registrar, Director of Buildings and Maintenance and the Office
of Security.

5. Facilitates internal communication through the adm.nistering of the
activities newsletter, poster services, bulletin boards, and student
handbook.

0. Handles speclal assignments as requested by the Dean of Student Dev-
elopment, including certain cases of student misconduct and membership on
certain college councils and comm|ttees.

7. Advises the Student Senate, Associated Students and thelr various commlttees
by encouraging active participation in student self government, the
administering of the activity fee and the ordering of matters pertaining to
students through democratic processes,



BURLINGTON COUNTY COLLEGE (Cont.)

Job Description No. |-5 )
Jeb Title: Assistant to Dean for Student Affairs
8. Prepares budget request for his area of responsibility.

9. Encourages cooperative activity programs with faculty and students and
provides opportunities for faculty involvement in student-oriented activities.

0. Evaluates programs and organizations and recommends revisions and innovations
when needed.

tt. Coordinates the college Orientation program for new students each semester.

2, Submits an annual report on the Student Affairs area to the Dean of Student
Development. ,

3. Coordinates special student services, such as transportation, housing
and information clearing house.

[11. Consulting Tasks

. Participate in activities planning with the Office of Community Services,
Orama and Music Departments and Athletic Department.

2. Participate in consultation with various col lege personnel involved in
plant and facilities usage and planning.

Participate on the Student Affairs Council and its committees.

b

4. Conduct regular meetings with the Security Department to maintain mutual
support and understanding of student needs.

5. Participate with the Director of Admissions and Registration in the
planning of registration procedures to include new student orientation.

6. Participate in the development of administrative procedures and practices
to implement Board Policies dealing with students,

7. Participate with the Dean of Administration in the development of sound
financlal procedures in the administration of student fees,

IV. Required Skills

I'. Counseling and guidance experience at the college level, preferably in
the two-year community college field,

2. Thorough knowledge of group dynamics,

3. Knowledge of business practices and principles such as contracts, accounting
and bookkeepling procedures.

4. Abllity to work with others,

5. A demonstrated capability to fnnovate, to carry through asslgnments, and
o to accept responsibility,




Job Uescription NO. =5
Job Title: Assistant to Dean for Student Affairs
6. A genuine interest in students as individuals.
7. Ability to handle crisis situations with calm and firmness,
8. Ability to supervise paraprofessionals, secretary and student help.

v. ngdégfiaﬁal Requirements

I. Masters Degree in some area of student personnel| services, preferably
counseling or administration is the minimum requirement (related areas
acceptable).

£. A minimum of two years of two-year public college experience in the

field is required, although combinations of experience and education may
be substituted where appropriate.

5. Completion of special workshops in Leadership, Group Dynamics, etc. is
highly desirable.




COMMUNITY COLLEGE oF DENVER
JOB DESCRIPT|CN
COORDINATOR OF STUDENT ACTIVITIES
The Coordinator of Student Activities s directly responsible to the Dean of
Student Services for the administration and supervision of the Student Activities
Office.
FUNCTIDN§;

I'. Responsible for the management of all student auxiliary enterprises,
the budget and the complete activity program.
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Is responsible for the approval of all purchase requests submitted by
student organizations and student government.

4. Operates an information and reception center pertaining to studen* activities,
5. Supervises *he management of the food service operation; manages and
coordinates the use of the Student Center in Cooperation with students,

faculty, staff, and community groups,

6. Develops and supervises the publication of a student newspaper, student
handbook, and special bulletings.

7. Represents the students at Governing Board meetings on matters perfainihg
to activities and student fees. ‘

8. Serves as a member of campus committees and counci|s as assigned.

9. Develops working relationships with the faculty and administration to
solicit support of campus activities.

0. Develops and implements a college intramura] program,

12, " Establishes good working relationships with other Student Activities
personnel in the two and four-year colleges of the State of Colorado,

I3, Works with students |n the development of Programs in the areas of:
social, cultural, and recreational activities, Coordinates the scheduling
of these programs,




ESSEX COMMUNITY COLLEGE
BALTIMORE, MARYLAND 21237

JOB DESCRIPTION

DIRECTOR OF COLLEGE COMMUNITY CENTER
FUNCTION

Chief administrative officer of the College Community Center and co-

curricular programs at Essex Community College; directly responsible to
the Daan of Students.

[

10.

DUTIES
Responsible for the total operation, services, and programs of the

College Community Center and other College areas invelving co-ecurricular
programs,

Coordinates and interprets all staff, student, and College efforts related
to all aspects of the College Community Center, activities, and its
affiliated areas.

Determines the College Community Center's and College's activities goals
and standards of performance threugh the training of personnel and
guidance given to individuals, committees, and organizations.

Prepares and administers the annual College Community Center budget.

Prepares an annual report to reflect past accomplishments and evaluation,
as well as establishes future goals. .

Initiates and administers operational pﬁacedurés for the College Community
Center, '

Initiates research on the use of Center facilities, peripheral facilities;
activity programs, etc.

Advises and counsels Coilege groups and committees in regards to College
Community Center and co-curricular programs.

. Schedules all College physical facilities and services as they relate to

co-curricular programs.

Coordinates with the assistance of Coordinator of Activities, a College
master calendar,



ESSEX COMMUNITY COLLEGE
BALTIMORE, MARYLAND 21237
JOB DESCRIPTION

COORDINATOR OF ACTIVITIES
FUNCT LON

Under the supervision of the Director of College Community Center;

responsible for the College Co-Curricular Activities Program.

10.

11.

13,

DUTIES
Develops, coordinates, and evaluates the College co-curricular activity
prograrm.
Coordinates and assists in administering the Lyceum Committee.
Encourages College-wide participation in all phases of the activity program.

In co-operation with the Business Office, maintains financial records of
the Student Government Organization and Lyceum Committee.

In co-operation with the Director of College Community Center advises the
Student Government Organization and other organizations and committees as
the need may indicate.

Directs the College Travel Program.

In conjunction with the Student Government Organization, Counseling Center,
and other campus sectors plans Orientation, and the Leadership Conference.

Establishes methods of communication and serves as a laisoen between the
administration, faculty, and student body.

Assists as directed in all phases of Student Personnel work.
Rapresents the Director of College Community Center in his absence.

Assists with the selection and training of Center personnel as well as the
supervision of his assigned staff.

Assists the Director of the College Community Center in administrative
duties and the coordination of the scheduling of all College physical
facilities and services used for co-curricular activities,



II.

GREEN RIVER COMMUNITY COLLEGE
Job Description

Director for Student Programs

Basic Function

As a member of the student personnel administrative staff, under the
direction of the Dean of Students, the Director for Student Programs is
responsible to develop and facilitate learning experiences within the
college environment which contribute to individual student growth and
the development.

w

Specific Responsibilities

A’ To develop student involvement in institutional affairs by providing
the opportunity for student growth and development through partici=
pation in:

1. Student Government
2. Student Services Fund
3, All College Council

B. To facilitate the development and implementation of the annual student
services budget. '

C. To develop, organize and administer a physical enviromment which
enables positive student development through scheduling of all campus
facilities.

1. Responsible for scheduling and administering all non-instruc-
tional programs and activities on the Green River Community
College campus.

o]

Responsible for scheduling and administering all unassigned
facilities in the Lindbloom Student Center.

To interpret the needs of students to faculty, administration and
the community,

=

E. To facilitate and assist in the administration of student programs
which individualize the educational process:

1. intercollegiate athletics '

2. performing arts

3. recreational

4., student government

F. To develop, organize, administer, and promote student programs through
public relations that will include students, faculty, administration
and the community.

G. To facilitate the coordination of meaningful experiences for students
with instructional programs.



GREEN RIVER COMMUNITY COLLEGE (Comnt.)

Director of Student Frograms (Continued) 2

IIT,

To provide the opportunity of professional development of Green River
Community College staff through student programs.

To represent the college in matters pertaining to student programs in

local, state, regional, and national meetings, conferences and seminars.

To develop, organize and administer continual evaluation of student
programs. :

Responsible for the assessment of student needs and the development
of programs to allow students' experiences which will optimize their
growth and development. '

Intra-institutional Relationships

Dean of Students

Accountable to the Dean of Students for the development, organization
and administration of student programs.

Student Personnel Staff

staff to facilitate student growth and development.

Coordinates and communicates with members of the student personnel

Student Program Staff

Responsible for the selection and supervision of the Student Program
Staff.

Students
Facilitate and develop with students, programs, policies and pro-

cedures which foster the maximum uattaimment of their individual and
group growth and development.



HARFORD COMMUNITY COLLEGE

The Duties and Responsibilities of the Director of Student Activities at Harford
Community College are as follows:
A. GENERAL: The Director of Student Act1v1t1?s is responsible to the Dean
of Students for a program of extra-curricular student activities
and for the general administration of the Colleyz Center,

B. SPECIFIC: 1, Planning, organizing, staffing, directing, coordinating, and
evaluating the Student Activities program.

2. ’"plaining the purpose and scope of the activities program to
students and faculty and encouraging student participation
in activities.

\N’]\

3. Determining needs of the activities program and recommending
when new organizarions and facilities are needed.

4. Advisor to the Student Government Association.
5. Supervising student elections.
6. Developing leadership training programs for students.

7. Working closely with the advisor of each nl ub and nrganlzatlnn
and offering in-service training for activity

8. Coordinating campus information into a weekly Student Bulletin
9. Coordinating Student Awards Program,
10. Organizing student volunteers for various purposes

11. Supervising production of the student handbook, The Blue and
Gray.

12, Producing the yearly activity calendar.

13.l Collecting information on attendance at student-sponsored events.
14, Controlling on-campus display material and posters.

15. Prnviding on-campus student communication.

16. Maintaining schedule of room use in College Center.

17. Establishing guidelines for student sponsorship of social or
cultural events.

18. Cooperating with Dean of Business Affairs on the maintaining
of financial records of student funds.




19.

20.

Evezluating the worth and success of various student groups chartered
by student council, and the total activity program through an annual
report to the Dean c¢. Students.

Organizing and scheduling of the College's cultural events series
in cooperation with and approval of the Student Government Association
and the Office of Community Services.



The director of student activit
vice president of student affairs,

WILLIAM RAINEY HARPER COLLEGE

DIRECTOR OF STUDENT ACTIVITIES

ies is a staff officer responsible to the

This officer:

A,

Coordinates and administers the social, cultural and recreational
co-curricular programs,

Advises student government and its various committees.

Coordinates the development of and supervises the procedures and
activities of the student clubs and organizations.

Coordinates the preparation and utilization of the student activity
budget in conjunction with student governmment.

Administers the college activity calendar.

Administers the student code of conduct and the procedures for
handling and referring cases of student misconduct.

Supervises the College Center Lounge, game room, and student
organizations office area and develops policiles and procedures for
usage of the above areas,

Coordinates the publication of the student handbook, agtiviﬁy
calendar, cultural arts schedule and weekly bulletin.

" Works with students and faculty in developing special programs on

current topics and issues.

Administers the college's student identification card system.

Counsels or teaches as determined by the vice president of student
affairs and carries out other duties assigned by him,



WILLIAM RAINEY HARPER COLLEGE

Student Activities Adviser

The student activities adviser is a para professional respan51ble to the
director of student activities.

This officer:

A,

v §

=

Develops and supervises regular weekly activity programs to be
held during the afterncon activity periods.

Adfises individual students interested in spansaring activities
on a one-time or continuing basis.

Advises clubs, organizations, and selected committees of the
Student Senate,

Supervises the evening student activities program of lectures,
concerts, dances, films, etc,

Supervises the College Center Game Room.
Coordinates the set-uj- for activity programs,
Administers the college's student identification card system.

Carries out any other duties as assigned by the director of
student activities.



KENNESAW JUNTOR COLLEGE

Marietta, Georgia

SECTION XI1: THE COORDINATOR OF STUDENT ACTIVITIES

Subsection |

The Coordinator @% Student Activities reports to the Dean of Student Affairs
and fo the Director of CDUHSE|IH§ and Placement in the performance of his duties.

Subsection 2

The duties and responsibilities of the Coordinator of Student Activities include
the following: :

. He functions as a professional counselor to students in connection with
student activii.e3 and on an individual basis.

2. He serves as academic adV|5@r to students in the JETQ program and to foraign
students.

3. In conjunction with the Dean of Student Affairs, he is }espoﬁsible for
coordination and supervision of those social functions and extra-curricular
activities sponsored by student clubs and organizations.

4. He serves as a |ialson person between all College clubs and organizations
and the College administration.

5. He is responsible for maintaining budget coordination of all other student
activities with the business office.

6. He shall in cooperation with the Chairman of the Department of Physical
Education and the Director of Plant Operations coordinate facilities and
equipment needs for activities sponsored by fhe student clubs and organizations.

7. He prepares and submits to the Dean of Student Affairs an annual report ,
covering the activities of all student clubs and organizations during the year, o

8. He performs such other duties as the Dean of Studént Affairs and the
Director of Counseling and Placement may from time to time assign him,




FIORELLO H. LaGUARDIA COMMUNITY COLLEGE
The City University of New York

JOB DESCRIPTION
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Goverance.
1. Advising and facilitating the operation of the Student Government.
2. Help in the develépmenﬁ of student clubs and student service
3. Gu1d1ng zha dis '1buti91 of student fund through the financing of
student=oriented groups and activities

- Encourage and coordinate a broad range of co-curricular activities and
special interest clubs and organizationms.
1. Determlne from students and :Dl ege Staff their speclal interests

2. Cuntact DutSldE agena;as in various fields and fac;litate the
exchange of information in these fields between them and student groups.
3. Schedule space and provide any other facilities in so far as possible
for meetings and activities.
4, Assist in the publication of events and activities,

- Encourage all college staff to be involved as participants, advisors and

innovators.
1. Work with administrators to encourage the involvement of faculty.

2, Coordinate special events involving college staff and students.

3. Facilitate the participation of college staff in all social/cultural
events sponsored by the students.

4. Advertise special interests of the college staff in an endeavor to
stimulate interaction between student interests and participation
and staff interests and participation.

-~ Encourage and coordinate a broad range of cultural, social, and recreational
programs.
1. Organize ccllege!wide student-staff affairs.
. Utilize the city's cultural offerings
. Coordinate college-wide social events
. Publicize area=wide cultural affairs
. Faeilitate both intra-mural and inter-collegiate recreatlonal and

sports activities,

LNy I A O]

= Counsel and advise students as the need arises.

= Serve as advisor to the Student Council.

- Prepare operational budgets in association with other members of the Division.
rganize and coordinate programs of activities within the college's available
space.

I
g



LEHIGH COUNTY COMMUNITY COLLEGE

DIRECTOR OF STUDENT ACTIVITIES

GENERAL RESPONSIBILITIES:

A - To advise and/or assist all student committees; clubs, organizations

and Student Government associaticns in planning and coordinating
activities for each academic calender year.

B - To coordinate and plan schedules for all intercollegiate and
intramural sports programs. Select and employ coaches for inter-
collegiate sports. Coordinate purchase of all sports equipment
with coaches and Intramural Director.

C - To encourage the organization of new clubs and groups, and develop
in-training programs that will help students understand basic
procedures for govermmental management.

D - Serve on assigned College Committees and help coordinate new
student orientation program for Fall and Spring Semesters.

E - To plan and develop Summer recreation programs and prepare for
Fall and Spring Semester,

F - Teaching, developing and instructing classes or courses that
relate generally to student activities.
G = Publicity and promotion programs for those activities that are

open and of interest to the general public.




LORAIN COUNTY COMMUNITY COLLEGE
1005 North Abbe Road
Elyria, Ohio

44035

JOB DESCRIPTION - DIRECTOR OF STUDENT ACTIVITIES

The Director of Student Activities shall be responsible for the continuing
development of effective student self-government and will serve as the advisor
to the Associated Students and its organizations. He shall also be responsible
for the coordination and assistance in the planning of extra-curricular
activities, programs and special events. He shall also be responsible for

the correlation of student publicatians.

In addition, he shall maintain the calendar of all student activities. He
shall serve as a liaison for club advisors. He shall approve the materials
to be posted on campus bulletin boards.

The Director of Student Activities shall actively encourage student, faculty,
administrative and lay participation and support in the development of an
effective and total student activities program.

The Director of Student Activities shall be responsible to the Dean of
Student Services and shall assume other responsibilities assigned by him.,

The Director of Student Activities shall have a minimum of a master's degree
and/or appropriate work experience.

The Director of Student Activities shall receive a |2 month contract for this
Administrative/Professional non-tenured position which will be calculatad at
the ratio of |.28 times the appropriate placement on the academic salary
schedule. To qualify for columns A, B, or C on the academic salary schedule,
the Director of Activities must possess the training and experience paralleling
that of members of the teaching faculty.



Monroe Community College = Rochester, New York

JOB DESCRIPTION FOR ACADEMIC YEAR 1970-71:  ASSISTANT DIRECTOR OF STUDENT ACTIVITIES

Q

The Assistant Director of Student Activities reports directly to the Director of
Student Activities. He assists the Director in administering the co-curricular
programs of the Student Association, all chartered student clubs and organiza-
tions, student publications, and all related activities. He also provides admin-
istrative and fiscal assistance for the Evening Session Student Association.

He serves as faculty co-adviser to the Student Association providing leadership
and counsel for all aspects of the Student Associationm,

He assists the Dirvector in responsibility for the followin; facilities and areas
in the Student Center designated as student spaces: all Student Offices, Publi-
cations Offices, Brick Lounge, Billiard Room, Game Room, Clubs and Organizations
Room, Craft Room and Mezzanine Lounge, .

He assists the Director in conducting continuing evaluation of the co=curriculum
to meet student needs.

He assists the Director in planning, organizing and implementing relevant pro-
grams for the Improvement and broadening of the co-curriculum,

He assists the Director in the development and implementation of leadership train-
ing and in-service programs in cooperation with the Studant Association.

He assists the Director in the administration of fiscal accounts of all organiza-
tions which derive prime subsidization from the student activity fee and assists

with the care and custody of all student activity funds.

He assists the Director in supervision of the conduct of all student auxiliary
enterprise operations - Billiard Room, Game Room, lockers.

He assists the Director in publication and distribution of the Studert Handbook.

Bulletin and monthly College Calendar.

He assists the Director in publication and distribution of the weekly Student
He assists the Director in implementing the student I.D. card system of the College,

maintenance for the Student Association Bus.

He assists the Director in the preparation and coordination of all student activity
fee funded budgets.

He assists the Director in administering non-College personnel assigned as advisers
to chartered religion-affiliated organizations of the College and assists them in
implementing their programs.

He assists the Office of Student Affairs in the planning, organization and imple-
mentation of Freshman Orientation.

‘He serves as Student Activity Department representative on the College Scheduling

- Committee,



DIRECTOR OF STUDENT ACTIVITIES
JOB DESCRIPTICN
The director of student activities is responsible for a broad range of student

personnel services to a student bady of 1800 fyll time and 1500 part time and
evening students.

ti

‘H

he following are the major areas of responsibility of the director of student
ctivi

W

s:

1. The direction of student activities in the following areas:
a. Student Government

Student organizations

Social activities

(eI

pr@gram Df the Call&ge in thE fDllDWlng areas:
a. Varsity athletics

b. Cultural programs

¢, Student publications

3. Supervision of the other members of the full time and part time
student activities staff,

4. Coordination of expenditures against the Student Activities Budget.

5. The completion of such other projects as my be assigned by the Dean
of Student Affairs.
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MONTGOMERY COUNTY COMMUNITY COLLEGE
340 DeKalb Pike
Blue Bell, Pa. 19422

JOB DESCRIPTION FOR ASSISTANT DIRECTOR OF STUDENT ACTIVITIES

To serve as Advisor to Student Center Board in the formulation and
planning of activities and events.

To serve as Advisor for the College Yearbook, in the selection of a
publishing company, and the collecting and collating of materials to
be used.

Maintain up-to-date files on lecturers, films, available displays,
plays, etc. for student reference,

Maintain and coordinate game room facilities and personnel to work game rooms.

Assist the Director of Student Activities in completion of projects which
may be assigned to Student Activities Office.

Serve as designate for the signing of requisitions and other such document
and the running of the Student Activities Office when the Director is
away from the College.



MT. HOOD COMMUNITY COLLEGE DISTRICT

JOB SPECIFICATION

TITLE: Associate Dean of Student Activities
RESPONSIBLE TO: Dean of Student Affairs
AUTHOR I ZAT 1ON: President

GENERAL RESPONSIBILITY: The associate dean of student activities shall be
responsible to assist the dean of student affairs by adninistering the student
g@VéﬁﬁmenT program, by supervising the student activity program, and by super-

sing the athletic program. He shall perform other administrative duties as
may be assigned by the dean of student affairs.

RESPONSIBILITIES AND DUTIES:

A. He assists the dean of student affairs by:

I Assuming the duties of the dean of student affairs during his absence.

2. Being responsible for the development, expansion, and updating of co-
curricular and extra-curricular programs geared to today's student needs.

3. Draffing the budget for the associated students so that comprehéﬁ5|v2ﬂes5
and balance between programs are maintained.

4. Recommending policies and regulations regarding student conduct and use
Df 3+udenT ienTEﬁ

for The CDmmun!caTlans medla
6. Supervising the athletic program.

B. He is responsible for:

Administering, supervising and evaluating the work of the director of

stfudent activities and supervisor of student clubs and organizations.

Supervising the director of athletics.

Managing the budget of the associated students.

supervising the work of the advisers fo student speech groups, student

art groups, student drama groups, STudenf music groups, and other special

- interest groups. "

5. Working with students, individually and in groups, to channel energy
and enthusiasm into FelevaﬁT and positive activity.

6. Coordinating the involvement of professional staff in working with students
outside the classroom.

7. Develaplng, expanding, and updating a student government program geared
to today's student needs.

8. Developing the college policies and regulations designed to promote and
control ASMHCC activities.

9. Orienting students and faculty o the student government program of the
college and its goals,

ekl

C. He serves as:
. The adviser to the executive board of ASMHCC.
Z. A member of college groups and committees as appointed by the vice
president of MHCC.

Q DEAN OF STUDENT AFFAIRS'STAFF




MT. HOOD COMMUNITY COLLEGE DISTRICT

JOB SPECIFICATION

TITLE: Director of Student Center Activities
RESPONSIEBLE TO: Associate Dean of Student Activities
AUTHORI ZATION: President

GENERAL RESPONSIBILITY: The director of student center activities shall be
responsible to assist the associate dean of student activities by directing a
program of all-campus student activities. He shall perform other administrative
duties as may be assigned by the associate dean of student activities.

RESPONSIBILITIES AND DUTIES:

A. e assists the associate dean of student activities by:

6.

7.

[and

[
2.

3,

4,

l.
2.

Being responsible for the development, expansion, and updating of
student programs geared to today's student needs.

Coordinating activities, scheduling the use of the student center,

and maintaining the calendar for all studeni evants.

Administering the student policies and regulations designed to promote
and control ASMHCC activities.

Coordinating a community services program in activities on an assignment
basis as administered by the associate dean for community services,
Developing information concerning student activities for the communications
media,

Working with advisers to student groups in developing the budget of
ASMHCC for the associate dean.

Maintaining a comprehensive art exhibit program and cultural activities.

He is responsible for:

Developing and implementing a student center program which enhances the
college's educational cbjectives.

Orienting students any faculty to the student center and student
activities at the college and their goals.

Advising the legislative counci| and assisting with the advising of

the student activity council.

Coordinating and publicizing internally student government, student
athletics and club activities.

He serves as:

An adviser to the student of MHCC.
A member of college groups and committees as appointed by the vice
president of MHCC. '

DEAN OF STUDENT AFFAIRS' STAFF



AT. HOOD COMMUNITY COLLEGE DISTRICT

5/C/T JOB SPECIFICATION

TITLE: Supervisor of Student Clubs and Organizations
ASSIGNED TO: Associate Dean of Student Activities
IMMEDIATE SUPERV!SOR Director of Student Center Activities

GENERAL RESPONSIBILITIES: The supervisor of student clubs and organizations
shal |l be responsible to assist the associate dean of student activities by

directing a program of activities for clubs and organizations. He shall:perform
other duties as may be assigned by the associate dean of student activities.

RESPONSIBILITIES AND DUTIES:

A. He assists The associate dean of student activities by:

I. Being responsible for the development, expansion, and updating of an
activitiy program for clubs and organizations geared to today's student
needs.

2. Developing and maintaining a system of records and a procedure for

evaluating club activities.

5. Suggesting new types and styles of clubs and organizations to meet
changing student needs.

4. Developing informaticon concerning student clubs and organizations for
the communications media.

5. Administering the student policies and regulations designed to promote
and contro| ASMHCC activities.

6. Directing and supervising the work of the activity facilitator and work
study students in the hobby and game rooms.

B. He is responsible for:

. Advising the student activity council and 55515T|ng with the advising
of the legislative council.

2. Supervising and advising the rally squad.

3. Supervising and promoting the hobby room and game room.

4. Promoting any and every student interest through the club activity program.

5. Coordinating and publicizing internally student government, student
athletics and club activities.

6. Qver523|ng the financial records and inventory of the game room and
hobby room.

7. Opening the game and hobby room daily.

8. Conducting an information center and lost and found deparTmehf

He serves as:

I. An adviser to the students of MHCC.

2. A member of college groups and committees as appointed by the vice
president of MHCC.

CHFIIRERAMT A CFAIFBRS E=AE=



MT, HOOD COMMUNITY COLLEGE DISTRICT

5/C/T JOB SPECIFICATION

TITLE: Activity Facilitator
ASSIGNED TO: Associate Dean of Student Activities
IMMEDIATE SUPERVISOR: Associate Dean of Student Activities

GENERAL RESPONSIBILITY: The activity facilitator shall assist the super-
visor of student clubs and organizations by operating the game and hobby rooms,
maintaining a lost and found department, hang art exhibits, supervise the
publicity center, supervise student conduct in college center and provide
assistance to special weekend activities.

RESPONS|BILITIES AND DUTIES:

A, Superv15e5 the game room during The day.

Arranges for and frains student workers for counter work.

Checks out cash register and deposits cash and receipts in business
office each day.

Conducts tfournaments.

Maintains physical up-keep of game equipment and room facilities.
Supervises conduct of students in game room.

N =

L I

B. Supervises the KEG room.
. Assists in assuring the policies against gambiing, drinking, and dope
peddling and consumption are enforced.
2. Associates with students to determine areas of interest for activities.

C. Assumes art exhibit responsibility.
. Supervise and hangs all art exhibits in the college center.
2. Assumes responsibility for taking down art exhibits and shipping exhibits
to next exhibitor, and keeps accurate account of the condition of the
works of art.

D. Operates publicity center.
s responsible for poster supplies.

P

2. Makes posters for activity office sponsored events.

3. Gets approval of all posters from the dean of student affairs or associate
dean of student activities. _ '

4. Distritutes posters to strategic points on campus.

5. Is responsible for the removal of outdated posters.

E. Assists with weekend activities.
I. Supervises dances or other weekend activities.
2. Assists clubs in organlzafnon of weekend activities.
F. Supervises hobby room.
. Helps develop programs and facilities for a. hobby center of arTs and crafts.
2. Assists students in the use of such facilities.

G. Prepares written reports on all events.

STUDENT AFFAIRS STAFF



COUNTY COLLEGE OF MORRIS

JOB DES
tu

CRIPTION
Director of Studen

t Activities

The Director of Student Activities is responsible to the Dean of Students
for the development, coordination and budgeting of a program of extra curricular
student activities. Specifically, the Director of Student Activities shall be
responsible for:

1. Developing a broad range of activities comprehensive enough to satisfy a
diversified student bedy.

2. Introducing new students to the activities available and encouraging
student participation.

3. Preparing the annual budget for the student activities program.

4. Determining needs of the activity program and recommending when new organizations
or facilities are required.

5. Enforcing college social regulations.
6. Being advisor to Student Council.

7. Acting as advisor to the Student Community Center Board; working closely
with each committee in the coordination of their programs.

9. Assisting the Dean of Students in general counseling.

10. Evaluating the worth and success of various student groups chartered by
Student Government, considering their programs, student interest and participation,
financial standing and faculty advisorship.

11. Cooperating with the Business Office on the maintaining of Financial Records
of student funds.

12. Supervision of Assistant to Director of Student Activities and Night Manager
of the ‘Student/Community Center.

13. Overall responsibility of freshman orientation, student elections, student
' handbook, annual calendar, game room, information desk, ID system, on-campus
display material.

14. Coordinating the overall responsibility of the Inter-greek Council and the
Mass Media Board.

15. Preparing an annual report and other reports as requested by the Dean of
Students.




NAS5AU COMMUNITY COLLEGE

Job Description

JOB TITEi Director of Student Activities

General Statement of Dutiés

Directs and coordinates the campus co-curricular program, student
orientation, crisis intervention, does related work as required.

Complexity of Duties

The position is professional and adninistrative, and involves the direct
supervision of seven professional counselors, administrative control for
the unit of student activities, requires considerable judgment on a day

to day basis and ability to communicate effectively with students, faculty,
administrators and the publie.

Typical Duties

1. Tﬁe supervision of nine counselors

2. Coordination of the Student Activity Programs for day and evening divisions
3. Coordination and planning of the College Wide Cultural Program

4. The design and coordination éf the Student Orientation Program

5. Sﬁpefvisian of the two Student Centers and Dining Hall

6. Financial supervision of Student Activities Fees used in the Student
Activities area

7. Acting as the representative of the President and Administrators during
student protest or disruption

[o's]

Situational counseling and advisement
9. Coordinating and designing the Parent's Orientation Program

10. Recommending policy concerning student welfare and control to the
Dean of Student Personnel Services and the College President

Qualifications .

1. Extensive knowledge of Student Personnel Work
2. Through knowledge of group dynamics

- 3. Knowledge of business Practices and principals such as contracts,
accounting and beokkeeping procedures, ete,




NORTH HENNEPIN STATE JUNIOR COLLEGE
7411 85th Avenue North
Minneaoolis, Minnesota 55445

March 1972

. Length of work year to be a "52 week" appointment, with 22 days vacation |eave.
Z. Salary to be per system salary schedule.

2. Immediate responsibility to be to the Dean of Students.

4. Desirable personal qualities:

a) Interest in development of student activities program.

b) An ability to work with others.

c) A demonstrated capability to innovate, to carry through assignments,
and to accept responsibility.

d) Training and experience in educational administration.

e) A genuine interest in students as individuals.

2. Major Responsibilities:

a) To direct the student activities program of the college.

b) To supervise the Campus Center building, center activities, and center staff.

¢’ To work with the Dean of Students and other administrators in selected
phases of college cperation.

d) To assume such duties as assigned by the Dean of Students.

6. Subsidiary Responsibilities:

8) Student Activities

Coordinate activities in fine arts, athletics, clubs etec,

l.

2. Be responsible for budgeting of activities, working with advisors
and the Student Services Committee,

3. Work toward the development of a full program ' of activities.

4. Evaluate the performance of advisors to student activities.

5. Recommend credit allocations for advisors.

b)  Campus Center (Also see document "Job Description of Student Center
- Director,"dated February, 1972).

Hire, frain and evaluate Center stai.

Work with the college business officer in Genter fiscal affairs.
Oversee the operation of the physical plant.

Schedule activities of his own and others in the building per

college policy. : :

5. Develop a program of activities in the Center.

6. Supervise and work with the food service director in the development
, of a food service program. _

7. Assist in the supervision of the building in the evening hours and on
[ERJ!:« such weekends as the building is open to the public.

Ao b Y —




NORTH HENNEPIN STATC JUNIOR COLLEGE (Cont.)

ifications continued

iy
[

Job sp

8. Coordinate the functions of building supervision, maintenance,
scheduling, work assignments, including student |abor,

9. Perform other duties assigned by the Dean of Students or College
President.

c) Admihiz}fafiun

. To assume campus wide responsibilities as assigned by the President
and the Dean of Students,

) To attend meetings of administrators when topics within his
Jurisdiction are considered. '
2) To be one of the group of administrators scheduled for evening duty.
3) To be a member of the Personnel Unjt.
To serve on faculty-student committees.

d) DTH?E

I+ To perform assigned activities, including perhaps the following,
and others. ‘

I} Planning graduation ceremonies.

2) Representing the college to feeder high schools and the public.

5) Conducting research regarding the campus center.

4) Advising the Student Senate. x -

5) Advising other clubs, organizations or activities..

6) Coordinating Welcome Days, if the Student Senate plans the event
and if the Administrative Assistant is advisor to the Senate.

7. Addendum:

I, Some activities and responsibilities which have been those of the
administrative ass't to the Dean of Students at NHSJC in 1969-72 will
be accepted by others in 1972-73.

a) Student Financial Aids will be administered by the Dsan of Students,
He will also represent the administration on the Student Financial Aids
Commi ttee,

b) Welcome Uavs will be planned by the Dean of Students if not accepted
by the Student Senate as its responsibility.

¢) The orientation program for new students will be coordinated by the
Dean of Students.

d) Coordination of the counseling program will be a responsibility of
the Dean of Students.

Ile The Dean of Students will continue to represent the college at statewide
fine arts association and athletic association meetings.




OCEAN COUNTY COLLEGE

Job functions - Director of Student Activities

Organizational and Operational Plan of Administrative Channels

I. The Director of Student Activities shall provide supervision and guidance
for the area of student activities.

2. All matters related to general policy and operation of the student activities
program sha!l be cleared through the Director of Student Activities.
5. Reporting directly to the Director of Student Activities shall be:

A. Assistants or other professional staff members
B. Clerical and Secretarial Staff
C. Student Assistants

4. Full opportunity for discussion of all matters related to student activities
shall be provided by all members of the statf. However, all final decisions
shal | be made by the Director of Student Activities. The Dean of Students
shall have the ultimate decision in all or any matters related to the area
of student activities. '

3. All matters related to policy and operation shall move in the manner
described below:

Dean of Students Director of Student Staff
Activities

6. All decisions in the area of sfudent activities shall be in accord with
approved College policy. :

7. The Director of Student Activities shall report directly to the Dean of
Students.

Responsibilities and Duties

Development and Coordination: The Director of Student Activities
shall develop and coordinate all
student activities and their functions
in accordance with student needs and
desires.

2. Program and Supervision: Shall be responsible for programming and
supervising the use of the Student Center.

5. Freshman Orientation: Shall coordinate the orientation program for
‘ all incoming and new students.

L

Faculty Advisors: Shall coordinate, *rain and advise faculty
advisors,

£
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OCEAN COUNTY COLLEGE (Cont.)

5. Central Schedul ing: The Office of Student Activities shall
function as the Central Scheduling
Agent for the campus. In this capacity
it will coordinate all official college
events in regard to time and facilities
usage and publish a monthly calendar
of events. .

6. Internal Banking: The Director of Student Activities shall
maintain and coordinate an Internal
Banking System to be used by all clubs
and organizations chartered by the
Student Government Association.

7. Student Life Committee: Shall be an ex=officio member of the
Student Life Committes,

8. Student Government Association: ' Shal | serve as advisor to the Student
Government Association.

9. Barda, the Yearbook: : Shall serve as advisor to Barda, the
Yearbook of Ocean County College.

[0. Pan Hellenin Council: Shall serve as advisor to the Pan
Hezl lenic Council,

[1. Alumni Affairs: Shall serve as staff cocordinator for
Alumni Affairs.

[2. Student Handbook: Responsible for the yearly publication
' of the Student Handbook.




PARKLAND COLLEGE
P. 0. Box 4007 .
Champaign, .Iilinois 61820 : y

Telephone: (2 7) 384-2264

Assistant Dean for Sfudent Activities

General Information

A,

B.

Position Title: Assistant Dean for Student Activities, Parkland College

Reports to: Dean of Students

Primary Function

Directs and coordinates the total stfudent activity program for Parkland College.

Responsibilities

Recommends to the Dean of Students policies, procedures and regulations for
effective operation of the student activity program.

Supefvises the policies, procedures, and regulations governing the
student activity program within the guidelines adopted by the Col lege Board.

Supervises all student and campus organizations,
Serves as advisor to the Parkland College Student Association.

Coordinates with the Athletic Director the plans for the intramural
program and the intercollegiate athletic program.

Develops and supervises orientation, convocation, graduation, and
honors day programs.

Evaluates and recommends to the Dean of Students improvements in the
student activities program.

Assists in the total student services program.

Develops and coordinates student publications.

Assists in and provides leadership training for students,
Provides leadership assistance to faculty advisors,

Recommends to the Dean of Students qualified persons to serve in the
Office of Student Activities,

Directs, evaluates, and supervises all persons responsible to the
Assistant Dean for Student Activities.

z7



21.

22.

PARKLAND COLLEGE (Cont.)

Assists In the over-zll supervision of the Student Center.
Supervises the Coordinator of Financial Aids and Placement Qfficer,
Prepares and supervises the total student activities budget.

Serves as |iaison officer with community agencies such as Red Cross,
Y.M.C.A., Boy 5couts, and others.

Develops community service programs in which students are involved in
contributing to the community, such as student volunteers, tutors in
elementary schools and community projects,

Assists in The follow-up studies.

In cooperation with the faculty, complements the instructional program
with the development and supervision of extramural learning experiences.

Assists in student orientation programs.

Assists the Dean of Students with the development and maintenance of
college-wide educational relations,
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JOB DESCRIPTION ~ DIRECTOR OF STUDENT AFFAIRS

PASSAIC COUNTY COMMUNITY COLLEGE

The Director of Student Affairs is concerned with the general welfare of
the students of the College. He is responsible for all programs affecting
Students welfare, including academic, personal and financial counseling;

as well as all student activities such as student government, publications,
trips and clubs.

Coordinates and supervises all the activities in the Department of Student
Personnel.

Serves on the Committee on Academic Standing.

Develops and maintains a cumulative record of each student and promotes its
effective use by advisors and other faculty members.

Is a member of the President's Cabinet and Advisory Councils.,

V]

Serves, or is represented by a member ot members, of the student personnel
r+ ff on College committees responsible for coordinating the various student

tivities and other areas of student concern such as academic standing,
curriculum, admissions, learning resources, budget, scholarships, etc.

Is authorized by the President to maintain the effective functioning of the
Student Government organization, and serves as its advisor.

Recruits, interviews, engages and fosters the development of the Department
of Student Personnel faculty.

Provides adequate supervision of all student social activities of the College.
Coordinates special ceremonies of student concern.

Has the responsibility for upholding civic laws, and communication and
implementation of the rules and regulations of the College; and is, therefore,
authorized to take the necessary -action required to achieve this end and to
make recommendations to the Judicial Board and/or the President for the
suspension, expulsion, or arrest of individual deemed to be in vielation of
said laws, rules, and regulatioms.

He also has responsibility for general coordination of services to men and
women students at the College.

%9
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SOMERSET COUNTY COLLEGE

JOB DESCRIPTION

An administrative position reporting to the Dean of Student Affairs,
the following responsibilities:

1.

To develop and administer a comprehensive student activities
program including advising on planning, scheduling and evaluation
of activities.

To coordinate planning for administrative and program structure of
campus center.
student organizations and their faculty advisors.

To develop manuals for officers and faculty advisors of student

organizations. To promote effective management relative to organizatienal

goals.
To refine and implement procedures for the expenditure to student
records.

To develop, advise and assist the implementation of an active
College Parents' Association.

To coordinate and work with the architects on the refinements of
the plans for the College Center.

40



STATE UNIVERSITY OF NEW YORK
AGRICULTURAL AND TECHNICAL COLLEGE
ALFRED, NEW YORK

POSITION DESCRIPTION

COORDINATOR OF CAMPUS ACTIVITIES/DIRECTOR COLLEGE CENTER

|.  OBJECTIVES

A. To coordinate and develop college activities for the benefit of the
entire college community.

B. To help facilitate a broad educational, cultural, social and recreational
co=curricular program. ’

C. To utilize all the college facilities in developing a strong college
co-curricular program.

D. To aid in the development of student leadership, initiative, creativity
and participation through close student contact, advisement, and group
work,

E. To facilitate budgeting for student activities and the College Activities
Center.

1. ADMINISTRATIVE RELATIONSHIPS

A. Reports to: Dean of Students
B. Supervises: I. Director of Operations
2. Superintendent of Lake Lodge (indirectly)

3. Superintendent of Ski Lodge (indirectiy)
4. Recreation Pfoéﬁam Consul tant

5. Secretary

6. Personnel

a. Work-Study

b. Park Time Personnel/Temporary Service

c. Lake Lodge Lifeguards

|11, RESPONSIBILITIES AND AUTHORITIES

A. Delegates
I+ Director of Qperations
a. Responsible for calendaring procedures, building operation

and set-up.
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SUNY A & T COLLEGE ALFRED (Cont.)

b. Responsible for bullding supervision.

c. General administrative duties.

2. Superintendent of Lake Lodge
a. Assumes general operational responsibility.
3. Superintendent of Ski Lodge

a. Assumes general operational responsibility.
4. Recreation Program Consul tant
a. Responsible for supervision and programming of the area.
b. Responsible for effective and efficient operation of this area.
5. Secretary |
a. Responsible for office management and general office procedures.
b. Responsible for bartender scheduling for parties.
6. Personnel (As individaul situation demands)
a. Set-up, lighting, and SDQﬂdg
b. Lifeguards
c. Projection services
d. Bartenders
B. Performs Personally
. Advises CUBAT (College Union Board at Alfred Tech.).'

2. Supervision of staff.

LW

Establishes standards of performance and the qualifications of staff.

4. Prepares and administers Annual Reports.

6. Prepares and submits Annual Reports.
7. Supervises Activities Calendar.
8. Serves as Public Relations Representative for Activities Program.

9. Initiates operational procedures.




SUNY A & T COLLEGE AT ALFRED (Cont.)

10. General administrative functions for total program.
I'l. Serves as a resource person.
IV. EVALUATION
A. Submits Annual Report.
B. Student Involvement.
C. Effective and efficient operations

|. Paul B. Orvis College Center

[

Happy Valley Ski Center
5. Lake Lodge
D. Compariscon to other colleges.

V. RELATIONSHIP TO OTHERS

A. Total Division
. Work toward Divisional goals
2. Communicate effe:fively

Director of Faculty-5tudent Association.

33

C. Director of Athletics.
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- STATE UNIVERSITY OF NEW YORK
AGRICULTURAL AND TECHNICAL COLLEGE
ALFRED, NEW YORK
POSITION DESCRIPTION

ASSOCIATE DIRECTOR OF CAMPUS ACTIVITIES

1. OBJECTIVES
A. To represent and articulate the best interests of the Activities Program.
B. To motivate and control an adherence to the procedural process concerning
coordindtion of buildings, reservation procedures, employee training and

hourly preventive maintenance of all activity facilities and equipment..

C. To encourage a definition and isolation of problems concerning the above
and to expedite constructive improvement.

[l. ADMINISTRATIVE RELATIONSHIPS

A. Reports to: Director of Campus Activities
B. Directs: I, House Managers of Activities Center.
(Ei Recreation Room Supervisors.

5. Lighting and Sound Crews.

4. Set-up Supervisor,

5. Social Chairment of individual campus and
community organizations requesting the use of
available facilities and equipment.

6., Commissioners at all sponsored social events.

. RESPONSIBILITIES AND AUTHORITIES

A, Delegates

I. House Managers of Activities Center = Responsible for supervision
of the Activities Building during absence of the Director of Campus
Activities and the Associate Dlrecf@r of Campus Activities.

2. Recreatfion Room Supervisors = Responsible for supervision, programming,
and general preventive maintenance of the Recreation Room.

Al

Lighting and Sound Crew - Responsible for physical set-up and
operation of all pertinent equipment requested far a particular
function.,

4. Set-up Supervisor - Responsible for contacting and supervising
set-up crew for a specified function.

Q 5. Social Chairmen of Organizations - Responsible for conforming to

AA



SUNY A & T COLLEGE AT ALFRED (Cont.)

The scheduling procedures, rules and regulations of the Activities
Program.

6. Commissioners - Responsible for assisting chaperones and social
chairmen in performing their duties.

B. Performs Personally
I. Assists *he Director with the general supervision of the Student
Activities Center, the Lake Lodge, the Central Dining Hall Lounge,
personnel, activities, and other administrative duties as assigned.
2. Assists with business and tinancial matters of the Director.
Assists with preparation of the annual budget of the Director

and adminisfers the operational budget for the Directors on a
day to day basis.

L]

4. Assists with the selection and training of Activities personnel ,
5. Individual and group counsel ing.

6. Supervises all building purchasing.

7. Conducts research on use of facilities.

8. Supervises scheduling of space and planning personnel schedules,
coordinates conferences and major functions,

9. Responsible for statistical reports involving all aspects of
operation.

10. Advises student organizations as assigned annually.

1. Assists the Director on |liaison with local, state and national
agencies,

|2, Serves on college committees when selected and approved by the
Director, often as a deputy for the Director.

V. EVALUATION
A. Submits Annual Reports based on statistical files.

B. Participates in on-going conversations with superior concerning
both Activities and the physical operation of Student Activities
facilities.

V. RELATIONSHIPS TO OTHERS

A. Total Division
I+ Work toward Divisional goals.

[ERJﬂ:‘ 2. Communicate effectively.




SGNY A & T COLLEGE AT ALFRED (Cont.)
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Y

Director of Faculty=Student Association.

o

C. Director of Athletics.
D. Director of Buildings and Grounds,

E. Purchasing Department.

REV 6/72
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STATE UNIVERSITY
AGRICULTURAL AND TECHNICAL COLLEGE
at Farmingdale, New York 11735

Supervise Assistant Director of College Union, secretary, college work-study
program, and three full-time employees of the Recreation Center.

Coordinate the student activities of 50 curriculum and campus-wide clubs and
organizations,

Advise the College Union Board which is the social programming organization of
the College Unicn.

Distribute and publish 2,000 weekly copies of "WHAT'S NEW", étudéﬁt activities
information sheet, to campus population.

Plan, coordinate and bring to a reality with the Student Government Association
social program for orientation week.

Revise, with help of Student Government Association, Student Handbook over summer
for distribution in the Fall. :

Up-date, print, collate and distribute Student Activities Policy Manual to
each club and organization. Contains information on "how to do it" for dances,
beer socials, etc.

Distribute Graduation tickets and announcements.

Plan and coordinate President's Luncheon, which takes place in June, to honor
active seniovs in Student Activities. Usually total attendance is 300,

Hire and supervise adult security men who control Roosevelt Hall after 5:00 p.m,
and on weekends.

Hire and supervise recreation employees who supervise gym recreation Programs
during weekdays and weekends.

Schedule use of rooms and theatre in Roosevelt Hall.
Represent Student Activities department on Faculty Student Activities Committee.

Serve as liaison with military recruiters and Peace Corps representatives.

Advise students as to proper channels to take when scheduling dances with
beer (security, maintenance, bartender, etc.)

Coordinate and prepare nominations for inclusion in "Who's Who Among Students
in American Junior Colleges'.
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STATEN ISLAND COMMUNITY COLLEGE
The City University of New York

JOB_DESCRIPTION

The Director of Student Activities is a member of the Department of Student
Personnel and holds faculty rank. The Student Personnel Department is divided

into two major centers. The Student Activities Center “and the Counseling Center,
The Director of Student Activities is responsible for supervising all the

personnel involved in the Student Activities Center. This includes five additional
counselors, plus a number of part~time people. Supervision involves: definition
of job responsibilities, observation reports, participation with the Dean of
Students in evaluation conferences, conducting of staff meetings and planning
sessions, proposing additional summer hours, etec.

The Director of Student Activities is responsible along with his staff for
providing appropriate services to students in the following areas: student
government, clubs and organizations, publications, cultural programing, etc.

A building (C Building) has largely been placed under the authority of the
Director of Student Activities. Together with a staff member assigned by the
Director and the Student Governments, responsibility for facilities and
programing is assumed. The major work of the Activities staff here is to

help the day and evening student governments assume responsibilities in this area.

The Director of Student Activities is also responsible for developing programs
dealing with drug education and intergroup relations in the C Building.

The Director of Student Activities also serves on the féllawing committees:
Operations and Planning Committee of the Department of Student Personnel, The
Staten Island Community College Corporation and Board of Directors and from
time to time various presidential task forces.

It is also the responsibility of the Director to maintain communication with

both the Dean of Students and the President of the College. At the end of each

year, the Director prepares a report that is delivered to the Staten Island Communi ty
College Corporation.

Finally, the Director is responsible for the implementation of the Student
Personnel Departments first credit bearing course, "Theory and Practicum in
College Leadership," a course designed to help students participate effectively

in college government. In addition, the Student Activities Center has established
a Graphics T.nter, which allows students to fully prepare their publications for
final printing off campus.,




SUFFOLK_COUNTY COMMUNITY COLLEGE

DIRECTOR OF STUDENT ACTIVITIES
JOB DESCRIPTION

The Director of Student Activities shall be responsible to the Dean of
Students for:

1. GSupervising the Student Center Building including daily liaison with on-site
managers of ancillary services.

2. Supervision and coordination of all professional and clerical staff assigned
to the Student Center Building.

3. Coordinating and scheduling all students employed as student managers or
Student Activities office aids. :

4. Recommend purchase of program allied goods and services.
5. Supervising the inventory control of all Student Association equipment,

6. Assisting the Student Government to organize and carry on its program.

7. Advising student organizations and clubs, and coordinating student social
activities, :

8. Preparing and maintaining a master schedule for the use of all college
facilities by on-campus student clubs and organizations, social, athletic
and cultural activities conducted by the students or College and by all
campus organizations using College facilities,

9. Publishing a calendar of student activities.

10. Counseling and advisement of students.

11. Coordinate the orientation program of the College.

12. Assist in the development of student leadership training programs.




TARRANT COUNTY JUNIOR COLLEGE DISTRICT
5301 Campus Drive
Fort Worth, Texas 76119

DIRECTOR OF STUDENT ACTIVITIES
(12 Months)

A statf position responsible to the Dean of Student Services. Major areas of
responsibility include:

I

(]

W

In cooperation with the Dean of Student Services, plan and implement a
diversitied program of Student Activities.

Coordinate the supervision of the Student Center Operation, including
supervision and training of student employees in the center.

Develop and mainfain the College Activity Calendar.
Schedule meeting rooms in the Student Center.

[nterpert College Philosphy, Policies, and Regulations to Organizations,
Individuals, and Groups.

Coordinate with the Dean of Instruction to insure that the various activities
complement the academic program.

Develop an evaluation system to determine whether student interests and needs
are being met through the various programs.

Coordinate with Publications personnel in planning the student handbook.
Insure that bulletin boards policies are enforced.

Advise and coordinate the programs of the Activities Council and its various
committees (Forums, Fine Arts, Films, Dances, Campus Entertainment, Hospitality).

Coordinate the selection of students for Who's Who Among American Junior Col leges.
Maintain Student Service Fee Budget Record.

Make recommendations for equipment fo be purchased or replaced, needed improvements,
and anticipated needs.

Encourage faculty participation in Student Activities Programs.

Approve all poster requests,



TARRANT COUNHTY JUNIOR COLLEGE DISTRICT
5301 Campus Drive
Fort Worth, Texas 76119
COORDINATOR OF STUDENT ORGANIZATIONS

JOB DESCRIPT ION

A sfa%f pa'ifi@ﬁ respon;ib!e to the Director of Student Activities. Major areas

hod

Advisor to the Student Government Association and its committees, e.g.,
traffic, Academic Affalrs, Auxiliary Enterprises. Serve as ex-officio
member to all 5GA committees and attend all scheduled meetings.

Work with afficers and advisors of all campus organizations to aid them
in setting «~d achieveing goal and objectives for the year.

Assist in forming new organizations to meet changing sfudent needs and
inferests.

Develop a leadership training program that will prepare student |eaders to
take active roles in all areas of campus |ife.

Coordinate with the Dean of Instruction and President of the Faculty
Association to promote good faculty-student relations,

Coordinate and supervise all campus elections to insure maximum participation
by the student body.

Develop a continuous system of evaluation to determine the effectiveness of
campus organizations,
Develop a program whereby clubs and individuals are rec@gn|zed for their
achievements throughout the year.

A. Coordinate with Reflector

B. Coordinate with District Community Relations Office

C. Plan an annual recognition banquet
Promote good campuséiammuni+y relations by providing students with the
opportunity fo work with constructive community programs.

Assist in the development of a balanced program of educational, recreational,
and cultural activities for the campus.

Assume responsibility for ThégéﬁDEFviEiQﬂ of the student center as assigned.

Interpret col lege philosophy, policies, and regulations to organizations,
individuals. -
Provide assistance in all administrative matters, budgets, and policies as

assigned.

Make recommendations for equipment fo be purchased or replaced, needed
improvements., and anticipated needs.



TARRANT COUNTY JUNIOR COLLEGE DISTRICT (Cont.)
I5. Assist the Director of Student Activities with the various activity
counci| programs.

6. Assume other responsibilities on assignment of the Director of Student
Activities.




TRITON COLLEGE
2000 5th Aver e
River Grove, |llinois 6017]

DUTIES OF ASSISTANT DEAN OF STUDENTS
(Student Services)
Directly Responsible to the Dean of Students

|, Supervises and advises the Student Services Counselor and the Dire. -
Athletics in the conduct and financial activities of their respectivs
programs.

2. Recommends and implements policy concerning student behavior and control.

serves as official representative of the college at all intercolleglate
meetings in the area of intercollegiate athletics.

Dol

4. Arranges for physical facilities for graduation and caps and gowns for
faculty and students.

5. Is responsible for the operation of the College Center with the exception of
Food Service and Bookstore areas. ’

6. Stimulates, administers, and coordinates the use and allocation of al|
resources, funds, staff, and faculty assigned to the College Center in an
effort fo reslize the total educational and financial goals of the Center.

7. Is responsible for recommending the employment, dismissal, and re-classification
of professional, classified, and student employees assigned to the College
Center.

8. Develops short and long range plans for physical improvements to the College

Center building and its services to meet contemporary and fuiure needs of

students, staff, and community. '

9. Submits monthly reports to the Dean of Students coneerning the operations of
the College Center,

10.  Prepares College Center Budget, exclusive of Food Services and Bookstore.

I'l. Performs a variety of other duties as may be assigned by the Dean of Students.




UNION COLLEGE
THE DIRECTOR OF STUDENT ACTIVITIES

AND
DIRECTOR OF CAMPUS CENTER

General Responsibility:

The Director of Student Activities shall report to the Directnr of
Student Personnel Services and shall act for him in all matters pertaining
to Student Activities as well as in any other areas assigned to him by the
Director of Student Personnel or the Dean of the College.

Specific Responsibilities:

A. The Director of Student Activities shall assume the responsibility

as Director of the Campus Center Building where most student activities
are conducted and his of fice should be located.

=

He may recommend additional assistants to cover building
supervision in his absence and during the evening session.

‘ 2. Students may be employed as part-time assistants with limited
supervision assignments. i.e. intramurals and use of the Gym,

B. He shall ‘act in a guidance capacity to the Day Student Council and
Evening Student Council.

1. He shall assist these groups in planning their respective
programs in concert with their chosen advisors.

2. He shall countersign all checks for expenditures incurred by
approved programs as well as initial all invoices of purchase
of services or equipment.

3. He shall countersign all contracts between the Student Council
and any agency, group or individaul for servies to be rendered.
4. He shall arrange for auditing for Student Council records at the
end of each semester by a C. P. A. and ‘encourage the Councils
to secure the necessary bonding coverage on funds deposited and
those handling such accounts.

C. He shall schedule all student ectivities, clearing the dates with
the college official assigned to Tiandle the master zalendar.

D. He shall supervise the issuance of Identification Cards to all
students, faculty, administration and other college personnel.

1. He must work closely with the Registrar's office in this behalf.

2. He should train students as needed to assist with this equipment.




UNION COLLEGE (Cont.)

DIRECTOR OF STUDENT ACTIVITIES

]

(o]
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He shall work closely with the Director of the Intramural Program to assure
an equal opportunity for student participation and a continuity in the
assignment of room usage for various activities (also time allotment)

He shall be responsible for the annual revision of the "Student Handbook"
L. A student committee should be selected to assist him in this duty.

He shall be responsible for the annual review and revision of the "Handbook
for Advisors and Chaperones' and the "Student Organization Handbook".

He shall make regular visits to our other campuses, meet with the students
and the Directors to assure a complete coordination of the entire student
activity program. : '

He shall encourage student organizations of the Cranford Campus to solicit
membership from our other campuses, exchange programs and locations for

meetings whenever possible.

1. This includes an effort to coordinate activities with students
attending U.C.T.I.

Serve on those committees as outlined in Faculty By-laws.

Clear academic status of all students nominated or elected to the position
of officers for club or fraternal organizations. !

Submit listing of those students eligible for Union College Key award as
a result of participation inm student activity programs.

Assist club advisors as needed.

(9]

Insure adequate chaperone, police, bouncer, maintenance coverage, etc.
at all events sponsored on college grounds (also for Student Council
Activities held off campus),

1. Alert the police when we have special personalities on campus.

2, Secure from the Cranford Police Force the use of Plain-clothes-men
(detectives in some instances).

3. Secure night depository Key and Bag from the Cranford office of
the Suburban Trust Company, if large sums are collected before
week-ends.

Assist the Admissions in the recruiting of new students via local high
school visitations,



UNION COLLEGE (Cont.)

[

DIRECTOR OF STUDENT ACTIVITIE

P. Accept a student group of advisees from the Counseling office,

1. Counseling on academic programming.
2. Tutoring in qualified areas.

Q. Act as Chairman of the Campus Center Policy Committee, which should be
composed of the Director of Intramurals, Assistant Director of Student
Activities and/or Campus Center, a student representative from each

student organization that has an assigned room in the Campus Center Building.

Review Campus Center Policy Statement.

Make recommendations to the Dean of Students. A

Responsible for basic operation of student assigned areas
of the Campus Center Building.

C bl W
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WESLEY COLLEGE, DOVER, DELAWARE 19901

DIRECTOR OF STUDENT ACTIVITIES (AND THE COLLEGE CENTER 1973-74)
The Directar of Student Activities should be a person who enjoys working with
students in diverse and creative ways. The applicant should be energetic and
young in outlock.

working in the area of Student Services under the Dean of Students to promote a
higher quality of student life on campus.

The Director of Student Activities will have the following specific responsibilities:

1. Development of overall program of social activities involving students in
planning and follow-through,

concerts, ete., (including programming, arrangements, securing chaperones, etc.)

3. This person will have the primary responsibility for all activities in the
College Center. (Effective September, 1973)

4, Providing professional assistance to Cultural Affairs Committee in such areas
as negotiating contracts with lecturers and performing artists and coordinating
arrangements for all performances. (This is to a large degree an Executive
Secretary function.)

Facilitating the development.of new student organizations consistent with the
Consiitution of the Student Government Association.

i

Stud i
all student organizations. (Should include orientation of student treasurers,
periodic checks of student ac '

7. Securing faculty advisors for all student organizations in consultation with
the Academic Dean and the Dean of Students.

8. Working directly with student organizations in the development and facilitation
of new programming ideas and ‘approaches.

promote a better intramural program. (This is under much . bate and the
involvement of the Director of Student Activities is yvet Lo be determined.)

10. Counseling with students. (The type of liaison that the Director of Student
Activities has will be determined prior to signing the contract depending
upon the qualifications, interests, and training of the applicant.)

The position will be on a twelve months contract with one month of vacation with
same holidays as other administrative staff personnel. Due to the nature of

student activities and social events, the Director of Student Activities will be
on duty on many weekends and evenings.

HTW/jy
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WARY AND ANALYSIS

On the preceeding pages we have summarized for easy reference the data
which have been gathered in this study. It is important to note that the
typical job description does not necessarily include all of the responsibilities
of the activities director. Therefore, even though a particular function is
not checked on the chart, this does not mean that the activities director at
the college does not perform the function.

Five categories have been chosen for classification purposes: Supervisory,
Functional, Advisory, Educational and Committee Service. The Supervisory
category covers people, piaces and programs. The functional category covers
fourteen areas which were common fo most descriptions. The Advisory, Educational
ang Committee Service categories each cover five common areas of involvement
for activities directors. This classification of duties could well serve as
an outline for a typica! job description.

Thice duties stand cut as most common to the position - namely, supervision
of the activities fund, advisement of student government and general responsibility
for advising clubs and organizations. One would have to examine the philosophy
of each institution to determine what is meant by "supervision" and "advisement'
in these cases. |f the institution espouses a philosophy of student self-
determination, "supervision" and "advisement'" should be interpreted in the
broadest sense of the terms. An awareness of the general practice around the
country, however, leads the author to believe that the terms are to be interpreted
in the strictest sense, whereby the activities director exercises a great amount
of power in determining the activities policies and in controlling the activities
of student government and the activities fund.

Not all of the colleges in the study maintained a student center. However,
most of them maintained student center facilities, including lounge areas and
game rooms which were under the supervision of the activities director. The
nature and extent of these facilities would determine whether the activities
director was more a student union manager-type or a student personnel services-
type. Where a formal "Union" existed, the business and management duties of
the director are more in evidence. The general impression one receives from
the data in this study is that the directors are primarily student personnel
people and not business managers. The fact that freshman orientation and room
scheduiing show up with equal frequency shows the ambivalence of the position.
On one hand the director is involved in a definite student personnel function,
and on the other, in a purely managerial one.

Although only one-third of The job descriptions |isted "leadership training"
and "general counseling" as specific duties of the director, it is a known fact
that these are among the expectations of both students and administrators. This
is perhaps the area receiving the most atfention at the present time in the field.
Because of the rapid turnover and the "open door" philosophy espoused by the
two year college, this function is given top priority by a majority of the
professionals themselves. [t is the area which should be stressed in both the
training and recruiting of staff.



Most student activities offices at two year colleges are one-man operations,
However, three of the colleges [isted "assistants" and two listed "paraprofessionals"
as being under the supervision of the director. Although t: job descriptions
don't state it, most of the directors supervise student help, either part-+ime
or work=study.

Some activities directors are involved in the advisement of specific
enterprises such &s the college newspaper, yearbook and radio station. These
duties tend to detract from the professionalism expected of +he director and
consume an undue amount of his time.

The most frequently mentioned committee involvement of the director was
that concerned with student |ife. It seems that the director or someone connected
with his office should be a member of this committee. However, by reason of
the direct contact he has with students on an informal basis, it would seem
That he could provide valuable feedback for the Academic Affairs and General
College Policy Councils. '

In summary, the thirty-two job descriptions analyzed in this monograph
demonstrate the variety of functions expected of the activities director. In
the final analysis, he is expected to be a person well=grounded in counseling
and human awareness, sensitive to the personal needs of the students and
providing tThem with the daily services which will keep them satisfied while
they are pursuing their academic studies. He is expected to provide the
students with information about the college and its activities as well as to
make siure that they function within the framework of the goals and objectives
of the institution. He is both liason man and ombudsman, friend of the students
well as spokesman for the administration. His role as educator and counselor

as
is often overlooked, but in the end, if he is not both of these, he is a failure
as a professional.
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RECOMMENDAT | ONS

During the data-gathering period of this study, | was asked whether |
would devise a "model" job description by incorporating all the positive
items found in the descriptions into a single document. Although the idea
sounded good at first, | finally decided that it was impossible, because a
Job description depends so much on the nature of the institution and its
objectives. As far as |'m concerned, my job description is the best possible
one, since | wrote it myself and had the unique advantage of being able to
incorporate some of the data of this study into its construction. However,
my job descripfion may not be the best for your institution. Thus, | decided
to simply [ist some recommendations.

. In the Iight of current trends dealing with student self-determination
and self-government, the term "Director of Student Activities'" should
be dropped in favor of a title which more accurately describes the
function. The fitle should also serve to upgrade the position to its
proper level as being very close to the Dean of Students. Titles
such as "Associate Dean of Student Affairs", "Assistant Dean of
Student Affairs" or similar titles more accurately reflect the nature
of the position.

2. The educational and counseling functions of the professional should
be highlighted. Student leadership training should be a primary
function of the office and the counseling dimension of the office
should be stressed over the mere "advisement" function. Leadership
training should be perceived as a first-cliss academic endeavor on
the part of the student affairs professional. Likewise, the role of
the officer in "new student orientation" should be described as a
major educational function,

3. The "ombudsman" function of the office should be emphasised and spel led
out clearly in the job description so that it Is understood and
accepted by all parties.

41

4. The "communications" function of the office should be highlighted in
the job description. The student affairs officer serves as a clearing
house of information for the college community. Spelling this out in
the job description will assist him in obtaining the institutional
-Support and committment to provide a first class service in this area.
Items such as the student handbook, weekly newsletter, calendar of
events, information desk, bulletin boards, etc. would all fall under
the heading of Information and Communications. E

5. The "student activities" function of the professional should be
described in educational terms, namely, labeling .student activities
as a training ground for the profitable use of lelsure time and as
supportive of the academic program of the Institution, When the function
of a game room is described as a healthy outlet for pent-up emotions
and as a means of servicing the human needs of students so as to better
«Juip them to handle academic matters, these activitles are elevated
to a level more compatible wlth the purpose of the Insti+ution.



6. The "service function" of the student affairs office should be
spelled out and even expanded to cover such areas as a clearing
house for transportation, emergency messages, housing and other

_such items. This type of servicing should be described as
supportive of the academic life of the student in that a student
whose human needs are serviced tends to do better academically.

7. The student affairs professional should be ranked along with the
other professional educators in the instituion, be ‘eligible for
tenure and be considered as a member of the middle-management team
of the institution. He should have a counseling or student '
personnel services background and ‘deally some teaching experience.
His salary should be commensurate with these qualifications.

8. Routine housekeeping duties (from chaparoning to arranging furniture,
eftc.) should not be considered regular functions of the student
affairs officer.

9. Extremely specialized duties, such as advising a newspaper or a
specific club, should be avoided because of the time=consuming
nature of the activity as well as possible "conflict of interest"
problems ‘which may resulft.

0. The student affairs professional should serve on college goverance
committees especially those which deal with student |ife and
academic affairs.

The student affairs professional is his own best press agent. He should
take special care to see that all members of the coilege community are aware
of his functions through a self-generated job. description which is endorsed by
his supervisors and distributed to his peers. When called upon to perform
functions which are contrary to or detract from the professional nature of his
position, he should make it clear that these functions do not serve the best
interests of the institution and are notf part of his job description. Insistance
by all members of the profession on treatment as a professional, and meriting
this treatment by professional activity in keeping with the recommendations
spelled out in this monograph is the best guarantee we have of maintaining
that professionalism,



APPENDIX | - ADDITIONAL COLLEGES

COLLEGE OF DuPAGE
Glen Ellyn, T1Tinois 60137

DIRECTOR OF STUDENT ACTIVITIES

The Director of Student Activities is responsible fo the Dean of Student
Services for the administration, supervision, and coordination of the centralized
student activities program of the College. In discharging his duties he shall:

. Provide supervision for centralized functions planned by the students;
i.e., student executive board election, major entertainment and
lecture programs, special events (Homecoming, Spring Week, etc.),
and serve as advisor to the Student Representative Council.

2. Prepare the centralized student activities budget and provide methods
of controlling expenditures.
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clubs and student organizations.

4. Recommend policies and practices concerning Student Activities, including
review of Cluster Activities Council recommendations.

5. Assist in the student orientation program.

procedural information, and required technical assistance.

7. Assist students in forming a centralized Student Activities Board
for decision recommending in the areas of Student Activities.

8. Coordinate the organization of the intramural program.

9. Coordinate activities, facilities, and publicity with the Director of
Campus Center Services.

10, Coordinate activities, facilities, and publicity with the Coordinator
of Campus Events.

1. Maintain a centralized calendar for all college events, including
significant cluster activities. This includes originating facility
requests. :

\M;

Assume other duties as assigned by the Dean of Student Services.
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MIDDLESEX COUNTY COLLEGE

Edison, New Jersey

JOB DESCRIPTION
DIRECTOR OF STUDENT ACTIVITIES

The Director of Student Activities is responsible to the Vice President for the
development and implementation of a col |ege-wide program of co-curricular and
extra-curricular education except those delegated to others.

The Director Is delegated the following specific responsibilities:

A. ADMINISTRATION

|. He shall enforce college policies, rules, and regulations that pertain
to his area of responsibility.

2. He shall prepare an annual report on the activities of his office.
3. Establish policies for the use of the College Center facilities.

4, Allocate student fees designated by the Prasident for social, recreational,
and cultural activities. .

8. STAFF

| . The Director shall insure The provision of adequate and competent staff
to discharge the responsibilities assigned.

2. He shall supervise academic and non-acadeiic staff, including student
workers, under his jurisdiction.

c. PRDGRAMMING

I. Advise and counsel the Col lege Center Programming Board whose operating
procedures and membership (divisional basis) are determined by an approved
constitution,

a. - The Programming Board shall| provide the nucleus of the college's
programs by means of the following committees: social, concert, -
film, lecture series and symposium series,

b. The College Center Programming Board shall determine in advance
which of its programs will be provnded exclusively for students,
students, and faculty, for the entire college community, and for
the Iarger community outside The campus.

¢. A realistic schedule of rates, if any is fo be charged, shall be
establ ished one year in advange.

d. The Programming Board shall develop one year in advance an annual

calendar of major campus events which will constitute a well-balanced
program as defined by the committee structure of the programming -
board.
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e, The Programming Board shall annually publish a calendar of evenfts
and a handbook describing the purposes and operations of the College
.Center,

2. He shall coordinate with a representative of the Division of Continuing
Education a program and services of interest to part-time students on
the basis of the characteristics of those students.

3. He shall meet on a scheduled tasis with representatives of the college's
academic areas to hear suggestions for programming and services and to
recommend the Implementation of those considered appropriate. A formal
procedure shall be established through the creation of a Student Activities
and Interest Committee.

4. He shall provide a forum for students and faculty to make suggestions
of policies and activities of the College Center.

5. He shall| approve admission fees for programs.

6. He shall deposit admission fees and income from programs with the Office
of the Controller.

D. SCHEDULING

|. He shall schedule all areas and events within the Cenfer for on-campus
" groups with.the Ccllege Center Manager.

2. He shall prepare a yearly, monfhly, and weekly schedule for student
programs.

E. CHARTERED ORGAN|ZATIONS

. He shall coordinate the programs of all student groups.

2. He shall initiate when necessary and approve all publicity for student
‘'sponsored events.

3. He shall initiate, receive, and review all contracts and purchase orders
for services and supplies including bidding specifications for publications
funded by the student fee. :

4. He shall provide for supervision of offices, workrooms, and.meeting
rooms as scheduled by student organizations.,

5. He shall develép procedures manuals which will aid student organizations
in program planning.

F. SERVICES
. He shall operate and supervise an information desk.

2. He shal| operate and supervise duplication and sign-printing facillities
for chartered student groups.
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3. He shall annually publish a bﬁéihure describing the philosophy,
facilities, and services of the College Center.

The Director of Student Activities shall be responsible for all additional

assignments made by the Vice President for Academic and Student Affairs from
time to time. ,

¥,
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ALLEGANY COMMUNITY COLLEGE
. PITTSBURGH, PENNSYLVANIA
DIRECTOR OF STUDENT.AND PUBLIC RELATIONS

Job Description

GENERAL:

1.

1.

Is responsible to the President of the Egllege for planning,
development, and supervision of the public relations and
publicity programs of the College.

Is responsible to the Dean of Student Services for planning,
development, and operation of the 'student activities program
of the College. ‘

Plans and supervises the production of all College publications.
L] . .

Acts as an informational liaison between the College, student,

and civic communities. '

Acts as consultant to organizations and officers of the College
in community and student related matters.’

Initiates and coordinates a wide variety of student and public
relations activities and evaluates their effectiveness in
meeting the' educational purposes of the College.

Organizes and administers functions and services to meet the
professional: needs and requests of his office. ' -

Works cooperatively with other administrators and with the
faculty to create an effective administrative staff which
functions independently and cooperatively.

SPECIFIC:

Coordinates the creation and distribution of all College
publicity releases to local newspapers, radio stations,

and television studios.

Has primar§ responsibility for College advertising.

Coordinates and plans production of all College publications
including the College Catalogue.

Recommends policies, procedures, and regulations for effective

operation of student events on campus.

Advises Student Government, the Student Newspaper, and other
student organizations. as needed; -

Assists in the preparation of the Student Government budget
and supervises the distribution and control of all funds
budgeted for Student Government.



adm;nlstratlan- maintains Llalsan with the Buslnass Manager
on fiscal affairs.

8. Serves as a member of the College committees as appointed by
the President.

9. Entertains C llege guests on and of £ campus at the discretion
of the Pres;d

10. Assists the officers of the College in the development of 1deas
and programs which will be of benefit to the College.

11. Knows and is able to interpret the
areas of academic purpose, student 1i:
12, BAssists College officials in preparing public statements of
community importance.

College's policies on major
ife and College programming.

13. Consults with-all administrative officers with regard to solving
administrative problems and improving administrative services.
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APPENDIX 11

TWO YEAR COLLEGES PARTICIPATING
IN THE STUDENT ACTIVITIES DIRECTORS
JOB DESCRIPTION SURVEY

ARAPAHOE COMMUNITY COLLEGE KENNESAW JUNIOR COLLEGE
Littleton, Colorado 80120 Marietta, Georgia 30060
ARIZONA WESTERN COLLEGE FIORELLO H..LaGUARDIA COMMUNITY COLLEGE
Yuma, Arizona 85364 - The City University of New York
' 31-10 Thomson Avenue
Long Island City, New York |110]

ATLANTIC COMMUNITY COLLEGE
Mays Landing, New Jersey 08830
LEHIGH COUNTY COMMUNITY COLLEGE
Schnecksville, Pennsylvania 18078
BUCKS COUNTY COMMUNITY COLLEGE" sy )
Newtown, Pennsylvania 18940 '
LORAIN COUNTY COMMUNITY COLLEGE
1005 North Abbe Road
BURLINGTON COUNTY COLLEGE Elyria, Ohio 44035
Pemberton-Browns Mills Road
Pemberton, New Jersey 08068
MIDDLESEX COUNTY COLLEGE
) Woodbridge Avenue
COMMUNITY COLLEGE OF DENVER Edison, New Jersey 08817
RED ROCKS CAMPUS )
1209 Quail Street
Denver, Colorado 80215 MONROE COMMUNITY COLLEGE
Rochester, New York 14623

COLLEGE OF DUPAGE ‘
Naperville, |llinois 60540 MONTGOMERY COUNTY COMMUNITY COLLEGE
612 Fayette Street’
Conshohocken, Pennsyivania 19428
ESSEX COMMUNITY COLLEGE
Baltimore, Maryland 21237
COUNTY COLLEGE OF MORRIS
. . Route |0 & Center Grove Road
GREEN RIVER COMMUNITY COLLEGE ’ Dover, New Jersey 0780]
12401 S.E. 230th Street :
Auburn, Washington 98002 ;
- MT, HOOD COMMUNITY COLLEGE DISTRICT
Post Office Box 585 ‘
HARFORD COMMUN ITY COLLEGE Gresham, Oregon 97030
40! Thomas Run Road :
Bel Air, Maryland 210/4
NASSAU COMMUNITY COLLEGE
: e Student Center
WILLIAM RAINEY HARPER COLLEGE o Garden City, New York |1530
Palatine, Illinois 60067




APPENDIX 11
CONT INUED

NORTH HENNEPIN STATE JUNIOR COLLEGE
317 Second Avenue N.W.
Osseo, Minnesota 55369

OCEAN COUNTY COLLEGE
Hooper Avenue
Toms River, New Jersey 08753

PARKLAND COLLEGE
Champaign, Illinois 61820

PASSAIC COUNTY COMMUNITY COLLEGE
170 Patterson Street
Patterson, New Jersey 07505

SOMERSET COUNTY COLLEGE
Box 3300
Somerville, New Jersey 08876

SUNY A & T COLLEGE = ALFRED
Al fred, New York 14802

SUNY AGRIC. & TECH. - FARMINGDALE
Roosevel|t Hall
Farmingdale, New York 11735

STATEN ISLAND COMMUNITY COLLEGE
715 Ocean Terrace
Staten Island, New York 1030l

SUFFOLK COUNTY COMMUNITY COLLEGE
533 Col lege Road
Selden, L.Il., New York 1784

TARRANT COUNTY JUNIOR COLLEGE
330| Campus Drive
Fort Worth, Texas 76119

TRITON COLLEGE
River Grove, I[llinois 60(7!

UNION COLLEGE
1033 Springfield Avenue
Cranford, New Jersey 07016

WESLEY COLLEGE
139 North State Street
Dover, Delaware 1990
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