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SECTION 1 – GENERAL INFORMATION 

 

Position Title: Area Coordinator     

Remuneration: Salary of $18,000.00, furnished 2-bedroom apartment, $500 meal plan per semester, 

and up to $10,000.00 in tuition remission  per year. 

 
Position is:  Full time            x       12-month __x__          

  Part time          _       10-month _____          
  
 
      

SECTION 2 – JOB DESCRIPTION AND REQUIREMENTS 

 
Position Summary 

 

A University residence is more than a place to live.  It is an educational environment in which students 

enhance their academic skills, learn citizenship and democracy, and are taught social skills that help them 

reach independence.  As such, the Area Coordinator at Rutgers-Camden serves as the primary teacher of 

the 150 to 500 students who are housed in the Tower Suites/Apartment s.  Area Coordinators work 

closely with Resident Assistants and oversee the general education or "curriculum" of the hall.  

Curriculums are taught through lectures, seminars, workshops, activities and tutoring, as well as through 

individual and group contact.   The Area Coordinator works daily to ensure that not only does these types 

of development occur, but that the  proper environment exists to foster student learning on campus.    The 

Area Coordinator reports to the Coordinator of Residence Life and should expect an average 25 hours in 

office commitment and 15 hours night and weekend commitment , in addition to on-call duty days.  This 

is a live-on position, with a furnished apartment within the facility provided at no cost.  

 

 
Job Description 
 

1) Student Employee Supervisor         25% 

¶ Supervise student employees who are resident assistants within your building.  
¶ Participate in planning, teaching, and development of student employees during 

training and in-service periods. 

¶ Support the work of student e mployees, through weekly individual/group 
meetings, and by assisting them with duties beyond their individual level of 
expertise. 
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¶ Hold student employees accountable for all job responsibilities, as well as for 
expected standards and ethics. 

¶ Provide ongoing formal and informal evaluations  
¶ Develop a team approach within the student employees through group outings, 

activities, and informal contacts. 

¶ Assist in the recruitment and selection of student employees. 
 

2) Program Development                                                                                             20% 
Using knowledge of student development theory, and the departmental  plans 
developed by the Assistant Dean of Students, analyze, develop and implement the 
necessary programs and services for each hall in order to develop positive inclusive 
communities, and to meet the expectations of the campus plans.  For each area:  

¶ Assess the educational needs of the community and student satisfaction thr ough 
the use of community evaluations, surveys and focus groups. 

¶ Develop with the staff a Community Development Plan for each floor that 
outlines strategies to build positive inclusive communities. 

¶ Coordinates all aspects of programming. 
¶ Work with other on -campus professionals to develop and administer a 

comprehensive residence education program for the residence community. 
 
3)  On-Call Administrator/Crisis Response Team       15% 

¶ Share rotating duty coverage for emergencies involving the residence hall 
¶ Respond to problems and emergencies using appropriate procedures as written 

or provided through training. Seek consultation with upper level staff when 
appropriate and document all intervention s. 

¶ Work cooperatively and attend meetings as requested with University Police, 
Student Health Services, area hospitals and other departments and agencies. 

¶ When requested or assigned, respond to students, parents, faculty and staff 
regarding problems and crises. Follow-up and document all contacts.  

  
4) Respond to all resident student problems and emergencies                               25%  

¶ Ensure that student staff members provide proper response to a ll student 
problems and parent concerns. 

¶ Create and monitor duty coverage rotation for building and en sure proper 
communication to the community.  

¶ Work toward the prevention of student problems and conflicts through an 
analysis of reported problems and the development of an action plan for each 
community. 

¶ Provide parents and students with appropriate information and referral.  
¶ Work closely with the Coordinator of Residence Life to provide regular follow-up 

for residents with special needs, including student with disabilities, psychiatric 
problems or chronic health issues. 

¶ Oversee appropriate discipline for all students in the area.   
¶ Work in conjunction with the Coordinator of Residence Life to resolve all serious 

discipline problems. 
 

5) Develop relationships with students, faculty, and staff.    10% 

¶ Keep students abreast of all information such as policies, staff names and 
information, etc. 
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¶ Obtain information regarding student needs through regularly scheduled focus 
groups.  This would include areas such as room assignment processes, housing 
information dissemination, interest in special interest programs, and program 
needs. 

¶ Obtain evaluative information from students through the use of community 
evaluations, staff reports, incident data, focus groups and informal studen t 
contact. 

¶ Encourage the development of a relationship between the Office of Campus 
Involvement and Residence Life and students through meetings and programs. 

 

6) General Administrative Duties           5% 

¶ Oversee the area budget. 
¶ Maintain contact with appropriate employees regarding the condition of each 

hall.  This should include monthly tours of each hall and appropriate 
recommendations to the Assistant Dean of Students regarding renovations and 
repairs. 

¶ Participate in and/or chair departmental committees a s assigned by the 
Coordinator of Residence Life or Assistant Dean of Students. 

¶ Liaison with outside departments as assigned. 
¶ Attend meetings and write reports and letters as assigned. 
¶ Analyze the amount of hall damage and its relationship to hall condition, staff 

attitude and strength of the community.  

¶ Provide positive reinforcement to reduce damage and problems in the halls. 
      

             100% 

 

CONTACTS:  List below any contacts that you have as a routine function of this 
position.  Indicate the frequency (e.g. daily, weekly, monthly), the nature or purpose 
(e.g. obtain or provide information, negotiate contracts) of the contact, and any human 
relations skills and behaviors (tactful, diplomatic, even-tempered, levelheaded, 
courteous) that are routinely expected as part of the normal conduct for these contacts.  
 
Daily contact as necessary for the following: 

1. Students 
Purpose: individual and group interaction to re solve conflicts and problems; 
discipline meetings; counsel individuals on personal and/or academic problems 
and refer to appropriate source, advise and support informal and formal groups, 
resolve crisis situations. 
Skills: written and oral communication, empathy, attention to detail, ability to 
elicit information, abilit y to process/analyze information, ability to build 
relationships. 

2. Parents 
Purpose: to respond to parental concerns over son and/or daughterôs living 
situation, to gather information, offer support.  
Skills: written and oral communication, empathy, ability t o elicit information, 
ability to process/analyze information, diplomacy, tact, professionalism.  

3. Maintenance Staff 
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Purpose: to build positive working relationships, to gather information, follow -
up on student housing concerns, facilitate the room change pro cess, involve staff 
and students in dealing with building damage.  
Skills: written and oral communication, ability to process/analyze information, 
attention to detail.  

4. Public Safety (RUPD, CCFD or CPD) 
Purpose: assist in response to crisis situations such as, medical emergencies, 
psychological emergencies, fire alarms/fires, bias incidents, drug situations, 
vandalism, theft, assaults and other acts of violence, provide and gather 
information.  
Skills: written and oral communication, ability to process/analyze  information, 
attention to detail, ability to follow and give directions.  

5. Student Health Services, Sexual Assault Services 
Purpose: to facilitate working with students to resolve issues  
Skills: written and oral communication, ability to counsel and refer.  

6. Faculty and other University Administrators 
Purpose: to facilitate interaction with students  
Skills: written and oral communication  

 
AUTHORITY:  Describe the level of authority ro utinely allowed in the position.   What are 
the most difficult decisions made?  What are the controls or rules limiting the 
incumbent's ability to make final decisions and to take action?  Provide examples of 
work actions and/or decisions that are made without prior approva l.  To what extent is 
advice and guidance provided from the supervisor?  
 

1. Developing the implementation plans for the policies and procedures 
of the department for area. 

2. Allocate programmatic funds in area and develop/create the 
educational program for the area. 

3. Analyze potential problems or non-life threatening situations (i.e., 
identifying when a roommate situation has gone beyond a simple 
mediation, and recommend or mandate a higher level of intervention 
or assistance). 

4. Hiring and firing of student staff and removal of students for 
disciplinary cause with consultation with the Coordinator of 
Residence Life and Assistant Dean of Students. 

5. Budgetary decisions for building programming without consultation. 
 
CHALLENGES:  Describe the typical problems likely t o be encountered by the incumbent 
in performing the position responsibilities?  Describe any exceptional problems the 
incumbent may encounter in performing the job under normal conditions and explain 
the steps taken by the individual to resolve the problem .  
 

1. The Area Coordinator must maintain a professional demeanor when dealing with 
students, parent and administrators. Often, particularly in crisis situations, the 
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Area Coordinator deals with upset and emotional people, who challenge the 
authority of the Area Coordinator.  

2. The Area Coordinator must be able to analyze situations and provide the 
appropriate response to manage the situations. 

3. The Area Coordinator must serve as a role model for staff and students, as well 
as be a team player that effectively communicates with colleagues, staff, and 
students. 

4. The Area Coordinator must respond to the Coordinator of Residence Life, 
Assistant Dean and all other Deanôs and University Administration concerns and 
needs immediately. 

5. The Area Coordinator must respond to crisis and disciplinary situations after 
hours. 

 
EXPECTED OUTCOMES:  Describe the accountable or end results for the responsibilities 
of the position, particularly as they relate to the duties described on the front page.  
These are the end results for which the incumbent is expected to successfully achieve in 
performing the job functions of the position and that could be used to establish the 
performance standards for the appraisal process.   
 

(1)  Develop relationships with students, faculty and staff 
- Leadership skills are taught to residents 
- Information on policies, events, and staff is provided to students  
 

(2)  Supervision 
- Consistent and direct supervision is provided 
- Ongoing training and evaluation occurs 
- Expectations are met and staff is  held accountable 
- Leadership and work ethic are taught to staff  

 
(3)  Facility Management 

- Maintain overall security 
- Maintenance issues are reported and followed-up on 
- Area damage reports and preventative maintenance plans are created 
- Monthly tours of building occur and Assistant Dean receives appropriate 

recommendations for renovations and improvements 
 

(4)  Administrative 
- Check-in/check-out processes are managed 
- Room changes and occupancy reports are smooth and accurate 
- Damage billing and semester reports are precise 
- Judicial documentation and follow up occurs 
- Staff programs are appropriate and completed 
- Allocation of funds occur in a fair and equitable manner  
- Administrative duties are responded to with the appropriate attention to 

detail and timeliness 
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(5)  Student problems and crisis 

- Resolution of student issues occur in a timely and appropriate manner 
- Accurate and timely information is shared with supervisor 
- Methods to address trends and problems with regards to discipline situations 

exist 
- Duty coverage occurs in a consistent manner 
- Policies are enforced consistently 

 
(6)  Enforcement of residential and University Conduct Codes. 

- Judicial investigations and first level conduct cases are administered 
- Disciplinary processes are conducted within student development theory 

guidelines. 
 
QUALIFICATION STANDARDS:  Describe the minimum education, experience, or 
combination of education and experience required to perform the functions of the job.  
Also describe the training, knowledge, skills and abilities required to perform the 
functions of t he job.  It is important that these qualifications be stated as minimums; if 
they are inflated, they may screen out people who are qualified to do the work.  
 

(a) Education or combination of education and/or experience equivalent to:  What 
formal education or its equivalent is required to perform the job satisfactorily?  State 
the educational background or its equivalent in terms of areas that would provide 
the knowledge required for entry into the position.  

 

¶ Minimum earned Bachelors degree and live-in supervisory residential life 
experience required. 

 
 

(b)   Experience:  How much job experience is needed to perform the job satisfactorily?  
State the level and type of experience an applicant should have to be qualified to fill 
the position. 

 

¶ Programming, supervision and experience in residence living. 
 
 
(c) Certifications/Licenses:  List any certifications or licenses that an applicant must 

hold for entry into the position.  
 

¶ N/A 
 
(d)  Knowledge, Skills and Abilities: Detail the specific knowledge (ranging from some 

to working levels of laws, principles, etc.), skills (oral and written 
communications, interpersonal, analytical, etc.) and abilities (manual dexterity, 
etc.) essential to perform the job duties.  This includes listing any physical and/or 
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mental demands required for performing the job.  Physical demands include both 
physical actions that may be required to perform a task (lifting, carrying) and the 
physical environment in which the task is performed (noise, chemicals, 
heat/cold); mental demands include both learned mental skills (reading 
documents or instruments, detailed work, language) and conditions that call for 
mental discipline (stress, multiple concurrent tasks, constant interruptions).  

 

¶ Working knowledge of student development theory and practice .  
¶ Strong oral and written communications skills.   

¶ Candidate must demonstrate a high degree of flexibility and evidence of ability to 
manage multiple tasks and set priorities. 

 
 
(e) Preferences:  State any qualifications for education, experience, and certain 

knowledge, skills and abilities that are not essential to the position but desired. 
 

¶ Strong preference given to candidates with full -time residential life and 
supervisory experience. 

  

 
 
 
 
 
 
 

 


