
Apartment or House Manager 
Residence Life Office 
 
�
Status: 6WXGHQW�(PSOR\PHQW  
Department: 5HVLGHQFH�/LIH Division: 6WXGHQW�$IIDLUV 
Reports To: $VVLVWDQW�RU�$VVRFLDWH�'LUHFWRU�RI�5HVLGHQFH�/LIH 
 
Position Summary 
7KH�$SDUWPHQW�RU�+RXVH�0DQDJHU�DW�&RUQHOO�OLYHV�LQ�WKH�EXLOGLQJ�LQ�ZKLFK�VKH�RU�KH�ZRUNV�DQG�VHUYHV�DV�D�
FULWLFDO�OLQN�EHWZHHQ�WKH�VWXGHQWV�LQ�KHU�RU�KLV�EXLOGLQJ��WKH�$VVLVWDQW�$VVRFLDWH�'LUHFWRU��$'���DQG�WKH�
5HVLGHQFH�/LIH�2IILFH��
�
Principal Duties and Responsibilities 
6WXGHQW�)RFXV�
�� .QRZV�DQG�LQWHUDFWV�ZLWK�DOO�VWXGHQWV�LQ�WKH�EXLOGLQJ��
�
$GPLQLVWUDWLYH�)RFXV�
�� $WWHQGV�UHJXODU�PHHWLQJV�ZLWK�VXSHUYLVRU��
�� 2SHQV�DQG�FORVHV�WKH�EXLOGLQJ�GXULQJ�:LQWHU�%UHDN�DQG�DW�WKH�EHJLQQLQJ�DQG�HQG�RI�WKH�\HDU��LQFOXGLQJ�

UHWXUQLQJ�WR�FDPSXV�RQH�����GD\�HDUO\�LQ�WKH�IDOO��VWD\LQJ�ODWHU�DW�ZLQWHU�EUHDN�DQG�VWD\LQJ�WKURXJK�
&RPPHQFHPHQW�DW�WKH�HQG�RI�WKH�\HDU��

�� &KHFNV�VWXGHQWV�LQ�DQG�RXW�RI�WKH�EXLOGLQJ��LQFOXGLQJ�LQYHQWRU\�DQG�GLVWULEXWLRQ�DQG�FROOHFWLRQ�RI�NH\V�DW�
GHVLJQDWHG�WLPHV�WKURXJKRXW�WKH�DFDGHPLF�\HDU���

�� 2WKHU�GXWLHV�DV�DVVLJQHG�E\�WKH�5HVLGHQFH�/LIH�2IILFH���
�
)DFLOLWLHV�)RFXV�
�� 'HYHORSV�DQG�PDLQWDLQV�D�JRRG�UHODWLRQVKLS�ZLWK�)DFLOLWLHV�0DQDJHPHQW�SHUVRQQHO��&DPSXV�6DIHW\�

VHFXULW\�SHUVRQQHO��DQG�FXVWRGLDO�VWDII��
�� 6XEPLWV�UHTXHVWV�DQG�IROORZV�XS�RQ�PDLQWHQDQFH�IRU�WKH�EXLOGLQJ��
�� &ROOHFWV�DQ�DFFXUDWH�URRP�LQYHQWRU\�VKHHW�IRU�HDFK�UHVLGHQW��
�� 5HSRUWV�YDQGDOLVP��GDPDJHV��DQG�GHWHULRUDWHG�SK\VLFDO�FRQGLWLRQ�RI�WKH�EXLOGLQJ�WR�WKH�5HVLGHQFH�/LIH�

2IILFH��
 
Work Relationships 
5HSRUWV�WR�DQG�ZRUNV�FORVHO\�ZLWK�WKH�$VVLVWDQW�RU�$VVRFLDWH�'LUHFWRU�RI�5HVLGHQFH�/LIH���5HJXODU�FRQWDFW�ZLWK�
VWXGHQWV��Facilities Management personnel, Campus Safety personnel, and custodial staff��
 
Skills, Knowledge and Abilities 
*RRG�MXGJPHQW��SUREOHP�VROYLQJ�VNLOOV��JRRG�FRPPXQLFDWLRQV�VNLOOV�DQG�D�VHQVH�RI�KXPRU���$ELOLW\�WR�
FRPPXQLFDWH�HIIHFWLYHO\�ZLWK�VWXGHQWV�DQG�VWDII��
�


