
JOB DESCRIPTION

POSITION TITLE:

Assistant Dean of Community Life and Diversity,

Director of Multicultural Affairs and Community Outreach (MACO)
REPORTS TO:

Dean of Community Life and Diversity
PRIMARY FUNCTION:
The primary responsibility of this position is the coordination and delivery of support services and programs, relating to the academic, personal, and social needs of students from culturally and ethnically diverse backgrounds.  An important secondary aspect of this position is working with the entire college community in heightening an increased awareness and appreciation of cultural, social, and ethnical differences.

AREAS OF RESPONSIBILITY:
1. Oversee all aspects of the day-to-day operations of the Office of Multicultural Affairs and Community Outreach (MACO).

2.
Assess and monitor the academic achievement and retention rates of St. Olaf multicultural students, developing new programs and strengthening existing programs to respond to their academic needs and leadership development skills.

3.
Assist appropriate faculty and staff in coordinating campus cultural and educational programs related to multicultural students (e.g. Hispanic Studies, Asian Studies, Afro-American Studies, and Native American Studies) and on matters pertaining to minority concerns, and maintain a close working relationship with the staff in the Division of Student Life.

4.
Collaborate with the Office of Admissions regarding recruitment of students of color and serve as a resource when prospective multicultural students visit the campus.

5.
Advise minority student organizations; work closely with the Diversity Celebrations Committee of the S.G.A. to assist in campus-wide coordination and publicity of multicultural events.

6. Prepare and monitor, in consultation with the Dean of Community Life and Diversity, the budgets (office, CUBE, discretionary) and develop annual budget requests for operation of the MACO office.

7. Represent the college on appropriate campus committees and external committees.

8. Perform other related duties as requested by the Dean of Community Life and Diversity.

SUPERVISORY RESPONSIBILITIES:
Supervises one administrative assistant and up to 12 student employees

CONTACTS: 
Daily contact with students, faculty, and staff; weekly contact with deans, parents, alumni, department heads, and the general public; and occasional contact with donors, the president, vice presidents, admissions office, and other offices.

EDUCATION: 
Essential:
Bachelor’s degree


Desirable:
Master’s degree in Student Personnel Services or related higher education field

EXPERIENCE:
Essential:
Minimum of 5 years experience working in a higher education setting in areas related to the position’s responsibility.


Desirable:
Five to ten years experience in developing and implementing successful student leadership, retention, and academic models, addressing needs of multicultural students in predominantly white institutions; experience in community building and intercultural relations.

KNOWLEDGE, SKILLS, ABILITIES:
Understanding of issues regarding multicultural students; ability to work with students, faculty, and staff in a collaborative model; self-starter; dependable and capable of multi-tasking with minimal supervision

WORK SCHEDULE:
FTE: 1.0


Term: Full Year


Shift: Campus office hours

APPROVAL:




Eida Berrio, Dean of Community Life & Diversity

DATE:




April, 2004

