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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Director of Student Life
DEFINITION
Under the general direction of the Dean of Student Support, the Director of Student Life is responsible for providing leadership and supervision for the development and implementation of a comprehensive student activities/campus life program, involving but not limited to, the Associated Students Organization, Inter-Club Council, and student clubs and organizations on the campus.  The Director administers the student code of conduct, serves as the advisor of the Associated Students (Student Government) and Inter-Club Council (ICC) and as a resource to all campus clubs and club advisors.  Leadership and direction provided by the Director is to ensure a vision and a plan for student development, leadership, involvement in governance, and a coordinated campus program of activities and events to meet the needs of a diverse student population.
EXAMPLES OF DUTIES
1. Provides leadership and advisement to Associated Student officers and senators; Associated Student Senate and Executive Board; and Inter-Club Council.

2. Advises the Associated Students and Inter-Club Council in the development of semester calendars of campus activities and events, and assists in the overall implementation of the activities calendar as needed.
3. Provides leadership in the creation of new clubs and organizations to meet the needs of a diverse student population. 

4. Provides training and guidance to faculty club advisors.
5. Administers the student code of conduct polices and regulations (1st level student discipline).

6. Advises and monitors the development and spending of a yearly budget for the Associated Students, and communicates problems or areas of concern to the Dean.
7. Attends and advises each Associated Student Senate and Inter-Club Council meeting and AS/ICC campus event/activity.  Is responsible for securing a replacement in his/her absence.

8. Coordinates and monitors student ID card program.  
9. Supervises the activities of the Student Center, maintaining order and promoting responsible behavior as the students interact with each other in a safe and collegial environment.                                    

10. Prepares and submits annual budget for Student Activities office to the Dean of Student Support including tracking and monitoring Student Center Fee revenues and expenditures. 
11. Coordinates commencement and all related components, unless otherwise designated.   

12. Attends and participates in all student government off-campus conferences/conventions, approved by the College.  Is responsible to ensure an appropriate replacement is present in his/her absence.

13. Regularly facilitates workshops for student leaders on such topics as parliamentary procedure, conflict resolution, time management, goal setting, problem solving, etc.                                  

14. Advises Student Supreme Court.  
15. Reviews and revises Student Activities Advisor Handbook annually; conducts training.               

16. Conducts regular assessments of student interests in activities and campus programs

17. Communicates regularly with the Dean regarding the state of student activities and issues of student concern.

18. Facilitates and implements paperwork generated by the Associated Students and Inter-Club Council in a timely manner, and needed for the implementation of student activities.
19. Supervises, directs and evaluates all assigned staff.

20. Serves on campus-wide committees as assigned.

21. Performs other related duties as assigned.

MINIMUM QUALIFICATIONS
Education and Experience

1. Bachelor’s degree from an accredited institution of higher education.

2. Two years experience working with college student activities and programs.  

3. Experience that indicates sensitivity to and an understanding of the diverse academic, socioeconomic, cultural, disability and ethnic backgrounds of community college students and personnel.

Special Requirement                                                          

Possession of a valid Class III California Driver’s License and maintenance of a safe driving record during the course of employment. Out of state candidates will be required to obtain a California permit within 10 days after appointment.
DESIRED QUALIFICATIONS

Master’s degree from an accredited institution of higher education.

KNOWLEDGE AND ABILITIES

Knowledge

Knowledge of California Community College philosophy and mission; Title 5 regulations and Education Codes related to student organizations, behavior and fees; organization and supervision principles; budgetary management; and modern technology pertaining to Student Activities; student development and student personnel administration.

Abilities

Ability to communicate effectively both orally and in writing; work collaboratively with students, faculty and staff from diverse academic, cultural, ethnic and socioeconomic backgrounds; advise and direct students; instruct leadership classes and workshops; and create new programs and activities in collaboration with student leaders.                  
Special Conditions

Hours of work may not coincide with the hours of normal campus activity.  Some weekend and evening work required. 
