State of Georgia Job Description

	Job Title: Campus Life Director (DTAE) 
Job Code: 11121 
Last Update: 01/01/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under minimal supervision, plans and organizes campus life activities at a technical college. Ensure and oversees the maintenance and proper use of facility, equipment and supplies. Monitors campus life operating budget. Coordinates and integrates the efforts of the program with other technical college activities. Assists with the design and execution of special events, projects and activities. Directs and supervises campus life work study students. 




Job Responsibilities & Performance Standards:
1.
Plans and organizes campus life activities at a technical college. (Performed by all incumbents) 


1.
Interviews students and other staff to determine student needs.

2.
Plans, develops and schedules overall structured programs according to established guidelines. Develops appropriate program policies and procedures as required. Interviews students and other staff to determine student needs.

3.
Obtains approval of planned activities in a timely manner to ensure all arrangements can be coordinated. Submits upcoming events to the calendar; creates professional and attractive flyers with all pertinent information.

4.
Accurately completes evaluation forms on each activity and submits to appropriate person.

5.
Publicizes upcoming events on bulletin boards on an established basis.

2.
Ensures and oversees the maintenance and proper use of facility, equipment and supplies. (Performed by all incumbents) 


1.
Oversees the cleaning and maintenance of equipment and facilities using established guidelines. i.e. maintaining and updating a checklist for daily, weekly, monthly and seasonal pool maintenance.

2.
Provides instruction and demonstration of proper use of equipment and supplies.

3.
Maintains accurate inventories of equipment, tool and supply usage. Records lost, stolen, or damaged equipment.

4.
Posts and maintains hours of operation for all facilities; posts proper notification if these hours are to be altered.

5.
Ensures that safety equipment is in pool area at all times during hours of operation.

3.
Monitors campus life operating budget. (Performed by all incumbents)

1.
Prepares budget according to established formats, guidelines and due dates.

2.
Ensures that budget is developed within allowed tolerances in budget categories.

3.
Monitors expenditures to ensure conformity to budget category allowances. Identifies potential cost overruns.

4.
Follows established purchasing procedures.

4.
Participates as a member of the management team in order to coordinate and integrate the efforts of the program with the rest of the technical college. (Performed by all incumbents)


1.
Ensures the department is actively represented on all pertinent committees.

2.
Actively participates in planning and fosters a spirit of cooperation within the department in order to ensure efficiency and quality of service.

3.
Constantly seeks feedback from technical college staff and supervisor in order to ensure efficient lines of communication are maintained.

5.
Assists with the design and execution of special events, projects and activities as requested. (Performed by all incumbents)

1.
Readily assists with special events, projects and activities.

2.
Shares information with other departments regarding activities in a timely manner.

6.
Directs and supervises campus life work study students. (Performed by all incumbents)

1.
Defines goals and/or required results.

2.
Communicates regularly on progress. Initiates corrective action when goals and/or results are not met.

3.
Motivates work study students to improve quantity and quality of work.

4.
Compiles and maintains employees' time records. Accurately computes total time used by employees, posts to master time sheet and notifies appropriate personnel.

7.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)

1.
Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.

2.
Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.

3.
Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.

4.
Accepts direction and feedback from supervisors and follows through appropriately.

5.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Bachelor's degree in physical education or recreation or in area related to social development from an accredited college or university. Computer skills. 

Preferred Qualifications:
(In addition to the minimum qualifications) Two years of experience planning and implementing activity programs. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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