
 
 

 

POSITION ANNOUNCEMENT 
 
Job Title:   Director of Residence Life 
Department: Student Affairs 
Reports To:  Assistant Vice President, Dean of Students, and 504 Coordinator 
 
SUMMARY 
This position provides the vision and administration for all functions within Residence Life for the campus.  Develops and delivers 
services to residential students that promotes a high quality of life and well-being.  Manages a comprehensive residential curriculum 
to promote student engagement and create community. Maintains effective and responsive outreach, care, and critical incident/crisis 
response processes. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 
 
SUPERVISORY RESPONSIBILITIES  
Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws. Responsibilities may include 
interviewing, hiring, training, and mentoring; planning, assigning and directing work of employees AND/OR student workers; 
addressing complaints and resolving problems. 
 
QUALIFICATIONS: The above statements reflect the general responsibilities of the position and should not be construed as a detailed 
description of all the work requirements that may be inherent in this position. To perform this job successfully, an individual must be 
able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill,  and/or 
ability required. This position requires the individual to live within a 15-minute response time to campus (an option to live in on-
campus housing may be available) and be available at any time of day or night for problem-solving and emergencies; and must be able 
to cover hours of Residence Life staff who may be unable to work due to illness or vacation.  
 
 

1. Oversees operational functions including but not limited to mail distribution, front desk coverage, key 
distribution/collection, damage assessment, reporting, billing, maintenance requests, hall openings/closings (including 
new and/or additional residence hall buildings), room checks, and requests for housekeeping and maintenance. 

2. Responds to inquiries, problems, and complaints from students, staff, and parents related to living on campus.  
3. Ensures appropriate duty coverage at the Resident Assistant and professional staff level. Acts as substitute for duty hours 

when conditions demand. 
4. Coordinates communication for move-in, room assignments/changes, and other frequently asked questions.   
5. Promotes, monitors, and reports on the retention and engagement of residents living on campus. Maintains accurate 

reporting in the university database and housing software. 
6. Ensures that the department is compliant with university policies and various local, state, and federal laws.   
7. Promotes community standards among residents and staff. Recommends, updates, administers, and enforces policies,  
        rules, regulations, and procedures that improve the environment and services of the Residence Hall. 
8. Promotes maximum participation in Residence Life meetings and programs. Implements a residential curriculum for 

programming which fosters the personal and educational growth of residents. 
9. Responsible for the development and coordination of social, spiritual, cultural, and athletic activities for resident students 

through various university departments and programs. 
10. Works with facilities management in making recommendations for furniture and equipment purchase. Implements 

controls to minimize unnecessary/unreasonable hall damages and vandalism. 
11. Collaborates with other campus units to provide high quality services and to resolve questions or concerns. Maintains 

effective working relationships with the units. 
12. Develops and delivers communications and presentation to promote on-campus living at events such as admitted student 

days, open houses, new student orientation programs, residential student meetings, faculty development meetings, and 
more for students and family members. 

13. Responsible for program planning and assessment. Develops and maintains up-to-date policies, processes, and procedures 
for delivering quality services for students. 

14. Facilitates Residence Hall Operations meetings and serves on university committees to provide insight on the needs of 
residential students as assigned. 

15. Maintains a residential student conduct caseload at the discretion of and in conjunction with the Assistant Vice President, 
Dean of Students and 504 Coordinator. 

16. Manages the Residence Hall budget. Collects performance data and creates reports. 
17. Serves on university committees to represent the office and promote student success. 
18. Other duties as assigned. 



 

EDUCATION AND EXPERIENCE: Bachelor’s degree in Education, Psychology, or related field.  Master’s degree in Student Affairs 

Administration, Education, or related field preferred.  Excellent planning, organizational, office, and interpersonal skills; ability to 
meet deadlines while handling distractions and interruptions.  Must possess the ability to communicate and work with a 
temperamentally, culturally, and ethnically diverse student population. Demonstrated experience with and the ability to handle 
stressful and emotional people with sensitivity in varied situations. Prior experience in housing administration highly desirable. 
  

TO APPLY:  
Current employees: Complete the internal application on MY Portal >Employee Resources>Human Resources 
 
External candidates:  
1) Complete the application on our website Madonna.edu>Employment>APPLY NOW 
2) Email and attach a letter of intent and resume/CV to hr@madonna.edu  

 
MADONNA UNIVERSITY:  A Catholic institution founded by the Felician Sisters, and guided by the values of St. Francis. Candidates must be 

committed to excellence in teaching, scholarship, and service, and support the Mission of the University. We are an equal opportunity employer 
committed to a culturally diverse workforce. We do not discriminate on the basis of race, religion, color, sex, age, national origin or disability. 
Candidates must be legally authorized to work in the United States. Verification of employment eligibility will be required at the time of hire. Thank 
you for your interest in employment opportunities at Madonna University. 


