Sterling College

Student Life Office Manager 			 
Office of Student Life 


Position Summary:  
This position is responsible for providing a variety of tasks needed to manage the Student Life office and overall department, and for assist with the Vice President for Student Life duties.  This position requires extensive interaction with staff, students, parents, and faculty.  

Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  
Other qualifications include:
1) College degree preferred, but High School diploma/GED equivalent.
2) A servant spirit characterized by courtesy and cooperation.
3) Ability and desire to interface professionally and personally with students, parents, faculty and staff.
4) Excellent organizational skills with the ability to maintain priorities and adapt to many interruptions.
5) Ability to handle confidential information.
6) Ability to handle multiple tasks.
7) Exceptional interpersonal, verbal and written communication skills.
8) Knowledge of computer software such as Microsoft Office 7, Excel, Power-Point, and other database systems.  
9) Is self-reliant, decisive, proactive, enthusiastic, and makes a positive impression on others.

Responsibilities:
1) Manage the daily operations of the Student Life office.
2) Work with all areas of the College community (students, staff, and faculty) and external constituencies (alumni, parents, vendors, etc.) providing information and supporting relationships pertaining to Student Life.
3) Responsible for monitoring and managing extensive records and files of the student to include administrative, academic, and discipline reports.  
4) Coordinate the semester registration process for the student life office.
5) Coordinates all housing administration (i.e., hall charts, occupancy reports, weekly meal plan report, residence hall keyless entry system, expenses, and parking violations).
6) Makes appointments, processes confidential matters, and either resolves or refers questions to appropriate personnel.
7) Knowledge of the rules, regulations, and operating procedures of the college.  
8) Considerable knowledge of the principles of office management and of modern office procedures, systems, and equipment; ability to apply this knowledge to difficult problems.
9) Ability to compose effective correspondence.  
10) Prepare and maintain Department key performance measures such as:  occupancy reports, retention rates, SC insurance numbers, and meal plan statistics. 
11) Research and analyze data for special projects and policy development. 
12) Stock and inventory supplies and equipment; submit repair work orders.
13) Assists in updating web page and email group lists.
14) Assist in orientation and exit interview process.
15) Assist Student Life administrative staff as needs and interests necessitates.
*Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice

Reports to:  Vice President for Student Life

