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THE UNIVERSITY OF TEXAS AT TYLER JOB DESCRIPTION

JOB TITLE: RESIDENCE COORDINATOR | JoB CODE: 13068
DEPARTMENT: HOUSING & RESIDENCE LIFE REVISION DATE: 1/15/2024
REPORTS TO: ASSISTANT DIRECTOR OF RESIDENCE LIFE ESSENTIAL: YES
SUPERVISES: No GRADE / FLSA: E3/EXEMPT
JOB SUMMARY:

The Residence Coordinator | is a professional, live-in position responsible for supporting the mission and
philosophy of the Housing & Residence Life Department and University of Texas at Tyler by establishing and
maintaining a community environment within the apartments and residence halls while promoting and
enhancing students' social, educational, and personal development. Works under limited supervision, with
moderate latitude for the use of initiative and independent judgement. This is a security-sensitive position.

MAJOR RESPONSIBILITIES / DUTIES / CRITICAL TASKS:

e Manages the operations, programs, and services for assigned residential community, including
facilities and exterior grounds.

e Facilitates student leadership and development through program development. Serves as advisor to a
student organization, as assigned. Assists with staff training, as requested.

e Assists, advises, and counsels students with academic and personal matters through an open line of
communication and providing referrals from the university and community.

e Maintains and completes administrative and operational tasks such as hall files, work order requests,
Health & Safety Inspections/reports, key requests, oversight of residential student mail & package
distribution, damage reports, room inventories, fire alarm reports, incident reports, room & parking
gate access cards, hall/apartment occupancy, conflict management, room changes, etc.

e  Qversight and management of community budget.

e  Works closely with departmental maintenance and custodial staff to ensure a well-maintained
environment.

e  Recruits, trains, and supervises hall/apartments staff.

e Plans and participates in active staff development of student workers.

e  Prepares paperwork and conducts student judicial hearings. Adjudicates and counsel students on
residential policy violations.

e  Monitors and maintains security procedures for the residential community.

e  Responsible for housing team’s emergency response, working in sync with University Police and first
responders.

e Serve in On-call duty rotation 24 hours per day, including weekends in residence halls and
apartments, to be available to students. Write and prepare on-call duty reports.

e  Other duties as assigned.

ACCOMPANYING KNOWLEDGE, SKILLS, ABILITIES AND COMPETENCIES:

Must be highly motivated with better than average people skills.

Must be able to operate independently or as a team while demonstrating use of critical thinking skills.
Must be able to communicate openly and with authority with residents, peers, and supervisors.

Must be willing to live-in and be part of a 24 per hour on-call rotation for emergencies.

REQUIRED EDUCATION / EXPERIENCE:
Bachelor’s Degree
Two (2) years of work experience in a residential housing program or related experience.
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PREFERRED EDUCATION / EXPERIENCE:

Master’s Degree

Three (3) years of full-time or graduate level work experience in a university or college residential housing
program.

WORKING ENVIRONMENT:

Required to live on-campus and work in a university residential community.
Apartment and office provided by the University.

Some evening, weekend, and/or holiday work is required for this position.

PHYSICAL REQUIREMENTS: (PLEASE DESIGNATE THE FREQUENCIES THAT APPLY)
Occasional (1-100 times) Frequently (101-500 times) Constant (500+ times) Not at All (0 times)

e Lift, Push, Pull — Things/Objects up to 75lbs: Occasional (1-100 times)

e Bending/Stooping: Frequently (101-500 times)
e  Gripping/Pinching (forceful/repetitive): Occasional (1-100 times)

e Kneeling/Squatting: Occasional (1-100 times)

e Reaching Forward: Occasional (1-100 times)

e Reaching Overhead: Occasional (1-100 times)

e Typing/Computer Use: Frequently (101-500 times)
e Climbing, Crawling, Digging: Frequently (101-500 times)
e  Driving Car or Truck: Occasional (1-100 times)

e Operating Heavy Equipment or Tools: Not at All (0 times)

e  Working at Heights: Frequently (101-500 times)
e Walking: Frequently (101-500 times)
e  Sitting: ) Frequently (101-500 times)
e Standing: Frequently (101-500 times)

DECISION MAKING REQUIREMENT:

This position exercises considerable initiative, independent judgment, and confidentiality in performing the
assigned duties, and requires knowledge of a broad range of university and federal regulations, policies, and
procedures.

COMMUNICATION:
Position communicates with internal and external department personnel as well as students and parents and
displays a professional demeanor towards all customers.

Scope AND COMPLEXITY:

Provides management & Direction to the Assigned Residential Facility in support of the university’s strategic
plan to engage students and to create a sense of belonging. The Residence Coordinator support not only the
institutions mission for student success but also serve as ambassadors for the university in the community by
promotion growth and development of residential students at UT Tyler.

SUPERVISION OF OTHERS:
Position will supervise undergraduate and/or graduate students in the Resident Assistant & student leader
roles.
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OTHER:
This position is considered “Essential” and assigned to employees who have specific responsibilities during or
after a declared emergency. These responsibilities may include, but are not limited to the following:

e Remain at worksite during the emergency.

e Return immediately after an emergency to relieve those who were assigned to stay.

e Work at an alternate location if assigned during or after the emergency.

e Come to work during scheduled time off (vacation) if requested.

Specific job requirements or physical location of some positions allocated to this classification, may render this
position security sensitive, and thereby subject to the provisions of Section 51.215, Texas Education Code.

The above statements describe the level of work performed and expected in general terms. The statements are not intended to
list all the responsibilities, duties, and/or skills required of employees so classified, and the content herein is subject to change
due to the business needs of UT Tyler, with or without notice. Furthermore, nothing in this job description shall be interpreted
to be in confict with or to eliminate or modify in any way the employment-at-will status of UT Tyler staff.

SIGNATURE OF EMPLOYEE

SIGNATURE OF SUPERVISOR

DATE SIGNED
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