United College at the University of Waterloo

Job Description: Residence Education Coordinator
Pay Grade: D (544,540 - $55,674 annually)
Current Revision: June 5, 2023

Contract Period: July 4, 2023 — April 28, 2024

Job Summary:

Reporting to the Director of Student Life, the Residence Education Coordinator (REC) is primarily
responsible for the coordination and implementation of programs and services that foster learning in
the residence environment. This includes, but is not limited to, coordination of Living Learning
Community, educational and wellness-based programs, and other experiential learning initiatives. The
Student Activity Coordinator is responsible for enhancing leadership and engagement opportunities
within the residence and broader United student community.

This is a contract position with opportunity for renewal.

Reports to: Director of Student Life

Job Tasks:

Coordination of programs and services related student learning initiatives

e Lead the recruitment, hiring, and regular supervision of student-staff Peer Leaders for Living
Learning Communities, in consultation with campus partners/stakeholders.

e Plan and execute events in collaboration with campus partners. This includes engaging with
partners, purchasing supplies, booking/setting up rooms, and attending events.

e Coordinate and execute community wide educational LLC and educational events.

e Provide feedback and suggestions on placement of LLC clusters and students within the
residence.

e Liaise with campus partners to assist with marketing and recruitment activities, particularly
Open House Days and tours.

e Provide program documentation outlining program goals, logistics, budget, and evaluation.

Program assessment and evaluation

e Coordinate the collection of information to provide recommendations for program adjustments
and enhancements (Peer Leader evaluations, event feedback, student feedback, etc.)

Supervision and student-staff development

o Effectively support Peer Leaders and other student-staff by providing day-to-day guidance,
direction, and versight.

e Develop and coordinate the onboarding, training, and recognition for student-staff.

e Qutline expectations and responsibilities with student-staff, ensuring that they are performing
in accordance with their job expectations and the policies and values of the College.



e Provide ongoing feedback to student-staff in the form of performance conversations, coaching,
and goal development.

Building partnerships

e Facilitate strong, positive working relationships within United, as well as with campus and
faculty partners.

e Communicate regularly with stakeholders to share information.

e |dentify and engage with opportunities for increase campus partner engagement.

e Participate in and contribute to regular team and College wide meetings and initiatives.
Work with Residence Life Staff to foster a residence environment that creates and promotes
opportunities for student growth and development, utilizing a student-focused, student-learning
approach.

Special projects and related duties

As a small institution, staff are often required to take on other projects or activities that directly the
support a strong sense of community. Our learning model considers fostering a sense of belonging,
promotion of student wellbeing, and participation in extracurricular activities. Common additional
projects and duties for the Residence Education Coordinator will relate to these additional components.

Collaborating with other United staff, these projects and duties might include, but are not limited to:

e Supporting training and development of other student-staff roles (Dons, Front Desk assistants,
etc.)

e Planning and implementing community-wide activities to foster a sense of belonging and
community.

e Planning and implementing wellbeing activities.

e Supporting the creation and implementation of a Residence Curriculum Model.

Qualifications
Work conditions
United is primarily in-person; however, the role has a high degree of work flexibility based on the

activities that are planned. It is expected the REC will maintain availability during regular hours of
operation either in office or virtually.

The REC will work irregular hours including evenings and weekends with on call responsibilities.
This position is not live-in. The REC participates in a rotating on-call staff schedule during which they
must be in close proximity to the College. The REC can expect a small number of calls, most of which are

resolved remotely. Occasionally the REC will be required to attend to emergency situations.

Experience:
e 1-3 year experience in residence life programming and event planning



Education:
e Undergraduate degree

Skills:
e Demonstrated ability to work independently towards team goals
e Knowledge of the first-year experience and student transition theories
e Skills in event planning and facilitation
e Ability to create and facilitate presentations, training workshops, and groups



