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OFlavors & odors (distinguish similarities, differences, intensities, qualities using tongue and nose)

mHearing (receive details through oral communication, make fine differences in sound with other sound
interference, e.g. running machines, other people)
mTalking (express ideas, thoughts, languages, conveying details, accurately, loudly, quickly)

mColor vision (distinguish colors)

mDepth perception (3 dimensional vision, judge distances, space)

mFar acuity (more than 20 inches when day and night/dark conditions are essential)
mField of vision (up-down and right-left)

mNear acuity (at 20 inches or less when minute accuracy is essential)

Working Conditions and Physical Demands
mCarrying/Lifting/Pulling/Pushing/Maneuvering up to 20 pounds

OCarrying/Lifting/Pulling/Pushing/Maneuvering up to 50 pounds
OCarrying/Lifting/Pulling/Pushing/Maneuvering up to 100 pounds
OCarrying/Lifting/Pulling/Pushing/Maneuvering more than 100 pounds
OExposure to blood-borne pathogens

OExposure to/handling of animals

OFingering/Grasping/Pulling

mStanding/Climbing/Mobility

mTravel

mOvertime/additional hours (nights, weekends, holidays, shift-work)

Other:






Minimum
Education/
Experience/Skills

Preferred Education/
Experience/
Skills

Knowledge, Skills,
and Abilities

Serve on University committees as needed
as adjunct faculty for first year seminar (IGNITE) as needed

Master’s Degree in Higher Education, Student Affairs or related field preferred.

Doctoral Degree in Higher Education, Student Affairs or related field
preferred

Five to seven years of progressive responsibility and experience in
Residence Life/Housing, Student Affairs, Student Conduct, Crisis
Management and/or student development.

Extensive knowledge in student development theory, behavioral
intervention, threat assessment, student intervention and success
strategies and experience in responding to student issues in an on-call
format.

Demonstrated leadership in managing student issues and crises.

The successful candidate will demonstrate the following:

an extensive understanding of, and engagement with, issues that affect
students, particularly related to increasing access to higher education,
retention in higher education, and other contemporary issues
strong interpersonal skills and the ability to work with a wide variety of
constituents
ability to build rapport with students
understanding of the university environment and ability to work
collaboratively with students, faculty, staff, parents, and community
partners
excellent problem solving skills and conflict resolution skills
solid administrative and record keeping skills
strong interpersonal and written communication skills
superior critical thinking and ability to multitask in a fast paced
environment
knowledge of behavioral intervention and crisis management
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Essential Functions

Responsibilities and Student Support 50%
Duties e Responsible for coordination of case management efforts for the Office

of the Dean of Students

e Assists in identifying individual needs of students and coordinating
intervention and support to address these needs from a systems level
using the Stepped Care Model

e Assist in managing parent concerns and follow up with students

¢ Provide follow-up and accountability for students on behavioral,
conduct, or intervention agreements or sanctions.

e Assist in the maintenance and management of federally protected
student conduct records.

¢ Provide direct intervention and support for students in crisis; formulates
intervention plans and follows up in order to minimize and/or resolve
problems in conjunction with other Student Affairs staff.

e Provide information and referral to students

e In collaboration with the Dean of Students, provides programming,
training and outreach to assist campus constituents in assisting our
students who may be having difficulty

e Work closely with Residence Life, Health and Counseling, Academic
Success, Accessibility, Campus Police, Student Life and other campus
constituencies.

e Participate as a team member, record keeper, and centralized case
manager of the Care and Crisis Team

e Serve in an on-call capacity as part of the rotation with staff for crisis
support and emergency response

e Work collaboratively with campus and community partners, including
faculty and staff, as well as parents and family members in order to
resolve/address student issues

Student Engagement Initiatives, Support, and Services 20%

e Collaborate with student support offices to create a welcoming and
accessible space for all students, support holistic student well-being and
success, and foster a sense of belonging.

e Serve as a resource for students facing challenges and connecting
them with appropriate campus resources.

e Design, collaborate and execute initiatives to promote student
engagement, leadership development, and civic participation.

e Provide resources and support for orientation, family programs, first-
year experience, student leadership organizations, and campus
committees.

e Foster a sense of belonging and community among students through
targeted outreach and programming efforts.

Assessment and Evaluation 20%
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e [Establish assessment measures to evaluate the effectiveness of
services.

e (Collect data and feedback from students, staff, and stakeholders to
inform programmatic improvements and decision-making and ensure
responsiveness to evolving needs and priorities.

e Use assessment findings to drive continuous improvement efforts and
demonstrate the impact of departmental initiatives.

Strategic Planning and Administrative Duties 10%
e Serve on BETA (Behavioral Evaluation and Threat Assessment ) Team
¢ Provide timely follow up with other university departments and
community agencies for resources
e Assist in collecting and evaluating facts pertaining to student cases
e Other duties as required.

Additional Information

Critical Personnel

The University has identified “critical personnel” who are required to report to work when classes are
delayed, canceled or when the campus is closed. Critical personnel are employees designated to ensure
the continuous operation of the University. These employees most often fall into the categories of law
enforcement, facilities operations, housing, payroll, technical services and certain other support services.
Critical personnel who fail to report to work at the designated time during adverse weather and other
emergencies may be subject to disciplinary action and/or required to charge missed hours to leave or
leave without pay.

Is this employee
designated as critical Yes
personnel?

Working Off-Campus

Under certain circumstances it may be beneficial or necessary for an employee to work outside the
office/off- campus. These situations would need to be approved, in advance, by the Supervisor. There
would be an expectation that the employee is completing work assignments and able to be reached, as
needed, during normal work hours.

Does the function of

the job lend itself to Yes
working outside the
office/off-campus?

Campus Security Authority

According to federal law, specifically The Student Right to Know and Campus Security Act of 1990 (re-
named the Clery Act in 1998), the UNC Asheville Police Department is required to report statistics
concerning the occurrence of certain criminal offenses reported to the local police agency or any official
of the institution who has “significant responsibility for student and campus activities.”

An employee identified by federal law as a Campus Security Authority (CSA) is responsible for reporting
certain crimes, as described in the Clery Act, that are reported to them by students and employees to the
UNC Asheville Police Department. These numbers are then included in the federally mandated Clery
Report, which is distributed to the campus each fall. An Employee designated as a CSA is required to
participate in the appropriate training.
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Is this employee Yes
designated as a

Campus Security
Authority?

NCAA Compliance

As a part of this position, some duties include involvement with student athletes in the UNC Asheville
Athletics department including, but not limited to, responsibility for admission, certification of academic
standing, evaluation of academic performance, and administration of financial aid for student-athletes.

The employee in this position is charged with knowledge of, and shall conduct himself/herself and the
University's intercollegiate athletics program in accordance with all rules, policies, and regulations that
apply to or regulate the University's athletics program. These include, but are not limited to, the
constitution and bylaws of any athletic conference of which the University is a member, the requirements
of the NCAA, all policies and procedures of The Board of Governors of the University of North Carolina,
and all policies and procedures of the University of North Carolina at Asheville. Any violation by the
employee of the rules, policies, or regulations of the University, the Conference, or the NCAA shall be a
violation, and the employee shall be subject to disciplinary or corrective action as set forth in the
provisions of the NCAA enforcement procedures, including suspension without pay or termination of
employment.

Is this employee No
designated as
responsible for

NCAA Compliance?

Programs and Activities Involving Minors on Campus

All individuals who work and/or volunteer as part of a University-sponsored program, activity or summer
camp covered by the “Programs and Activities Involving Minors on Campus Policy” that involves direct
participation with pre-college age minors are required to have a satisfactory criminal background check at
the time of hire and at least once every three years thereafter according to UNC Asheville’s Background
Check Policy.

Does this position Yes
require direct

participation with

minors?

Work Location

Has office space/location been identified for this position? Yes
Building/Office Number Governor’s Hall/283

ADA Checklist — Job Functions

Environmental Inside work environment, Confined/restricted spaces

Conditions
Analyzing (examine, test data, present alternative actions), Comparing
(compare/contrast data, people, things), Copying (entering, posting, transcribing

Mental Functions data), Computing (math calculations or carrying out formula operations),
Compiling (gathering, classifying, evaluating data, people, things), Deciding
(choose, commit to a course of action, conclude, resolve, solve), Learning
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https://www.dpi.nc.gov/north-carolina-professional-teaching-standards-2/download
https://www.dpi.nc.gov/north-carolina-professional-teaching-standards-2/download
https://www.dpi.nc.gov/north-carolina-professional-teaching-standards-2/download



https://education.unca.edu/meet-us/university-school-teacher-education-partnership-ustep/
https://education.unca.edu/meet-us/university-school-teacher-education-partnership-ustep/

state-level licensure meetings

Reviewing and validating licensure data for UNC Asheville’s
Office of Institutional Research and Effectiveness

Assisting with the preparation of required materials, reports,
and meetings related to CAEP and state program approval
visits and activities (with each faculty member to be assigned a
different CAEP standard)

Collecting and analyzing student and departmental data for
reports to the NC Department of Public Instruction, NC General
Administration, CAEP, and other required entities
(responsibility shared withChair and staff members)

Evaluating teacher candidates at each decision point regarding
licensure requirements and obtaining additional data as
needed from candidates, faculty, the university, and public
school partners (responsibility shared with Chair and Education
Advisory Committee)

Processing all candidate contracts (responsibility shared with
Chair and faculty members who serve as licensure
coordinators)

Updating and creating information for placement on the
departmental webpage related to licensure, state program
approval, and CAEP accreditation (share with staff webmaster)






