
POSITION DESCRIPTION

POSITION TITLE:

Assistant Director of Student Activities

DEPARTMENT:

Student Activities

REPORTS TO:

Director of Student Activities
POSITION SUMMARY:
The Assistant Director of Student Activities is a full-time professional staff member reporting to the Director of Student Activities.  S/he will assist in planning, promoting, and managing a broad spectrum of campus activities and programs which will cultivate a vibrant/active social life and help to nurture student leadership development.    

RESPONSIBILITIES INCLUDE:
Student Activities:
· Coordinate and implement Student Activities office programs
· Create and implement Wednesday night activities and events
· Foster relationships with entertainment agencies and vendors through the booking of local and national entertainment acts
· Create effective marketing strategies for programs and events sponsored by the Office of Student Activities
· Provide functional event support and management for all Student Activities and Social Committee events
· Coordinate all payments and other event logistics for all Student Activities and Social Committee events.
Student organizations
· Manage student organizations credit card check-out/check-in process.
· Coordinate and implement annual student involvement fair
· Assist with the registration process for new student organizations
· Assist with the advising of recognized student organizations
Supervision
· Supervise the Table Talk student editor
· Assist in general student supervision for the department (info desk, student workers, etc).
Orientation
· Assist in the coordinating and managing of New Student and Family orientation.
Facilities
· Maintain supplies and materials for Student Activities workroom
· Maintain inventory of SLTC game room equipment and recreational materials at the information desk.
OTHER RESPONSIBILITIES: 
· Serve on division or campus committees.

· Participate in professional development.

· Other duties as assigned.
This position has the opportunity to live on-campus or off-campus.  Salary will be adjusted based on this choice.  If living on-campus, additional responsibilities include:

· Serve on administrative on-call duty rotation
· Participate in Residence Life training activities related to duty and emergency response roles.

REQUIREMENTS:
QUALIFICATIONS AND BACKGROUND:
Education:
Bachelor’s degree required.
Experience:
Previous experience in student activity-related programming (orientation, student organizations, student programming) is desired.
Skills:

Strong organizational, communication and interpersonal skills.
Other:

This position requires significant evening and weekend work. 

Must reside in Conway, Arkansas.  
INCUMBENT:  		vacant


Position Reviewed: 	June, 2010


Karla C. Carney-Hall
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