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Job Description - Residence Hall Director

Department: Student Affairs Report to: Director

Responsibilities:

Residence Hall Director (RHD) is a live-in position and responsible for the

student development and daily operation of a residential hall, each RHD is responsible
for 200-300 residents of the designate residence hall. RHDs have the following
responsibilities:

1. Communicate and coordinate with property management company and logistics
departments to solve the facilities problems of the residence halls and provide a
safe and well-equipped living environment for students;

2. Responsible for Convid-19 prevention and control in residential halls, including
information tracking, out of/return to the campus approval and daily health
report supervision;

3. Cooperate with Housing Services Specialist to arrange accommodation for
freshmen and check out for graduates; Mediate roommates’ conflicts and handle
daily accommodation changes;

Guide and supervise the Resident Assistant team;

Conduct health and safety inspection and safety education ;

Implement the Community Standards and Procedures, deal with violations; Serve
as a liaison to the conduct office;

7. Provide individual support to students with problems in academic performance,
psychology and behaviors;

Create programs to build living and learning community;
Cooperate with the Financial Aid Office to complete the evaluation of awards,
and identify students with financial difficulties;

10. Be on duty in turn to deal with emergencies;

11. Perform other duties as assigned by the supervisor;

Required Qualification:

1. Master or higher degree;

2. Good command of English and Chinese;
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Strong sense of responsibility and initiative, and good organizational skills;
Good interpersonal and liaison skills, and an ability to lead a team to work on
multiple tasks under pressure;

Ability to handle emergencies and special cases;

Three-year residence is required of this position in the residence hall.

Preferred Qualification:

1.

vk W

Master or higher degree in Education, Psychology or related areas from a
reputable university;

2 years' post-qualification related work experience;

Familiarity with both Chinese and American higher education systems;
Overseas study or working experience;

Working experience in a Sino-foreign collaborative university.



