I.  Title: Hall Manager 
II. Description/Scope: The Hall Manager is the primary Housing and Residential Education student staff member responsible for the oversight and management of an assigned area, typically 2-3 buildings. The Hall Manager serves as a resource liaison to Facilities, Community Service Officers, the Housing Front Desk, and the Residential Education team. 
The Hall Manager will be familiar with the entire Housing and Residential Education operation and serves in an on-call rotation to provide direct support to Resident Mentor (RM) staff and relay concerns to professional staff as needed.
III. Supervisor: Assistant Director of Residential Education
IV. Pay Rate: Discounted housing, monthly $750 stipend, meal plan (100 meals, $350 in pass points and $300 in dining points per semester (no dining or pass point refunds)), a stipend at the end of August training ($700), and a stipend at the end of January training ($300).
V. Time Commitment:

Responsible to work early morning, late evenings, weekends, break periods and special events. Hall Managers should expect to work around 25 hours per week during the academic year.
VI. Responsibilities:

A. Make frequent inspections of buildings in assigned area:
a. Ensure that customer service and customer satisfaction is a primary concern to all operation units within reason and dependent on available resources.
b. Responsible for overall aesthetic appearance of the entire building with the authority to remedy the situation through utilization of established procedures and protocols.
c. Address and report any disorders, safety or security issues, maintenance concerns, building damage or food service equipment operating problems.
d. Respond to student concerns and work order follow ups
e. Coordinate health and safety checks
f. Assist/coordinate fire drills
g. Conduct light custodial services when required during and after hours. 
B. Provide student support in assigned area:
a. Meet with students when concerns are elevated by RM
b. Elevate to professional staff when needed
C. Provide supervisions support to Assistant Director for the RM staff through a mentorship and supporting relationship role
D. Diagnose and respond to emergency situations and act appropriately.
E. Coordinate Residential Curriculum efforts and support RM staff within area.
a. Programing preparation and approvals
b. Program evaluation oversight
c. Tracking curriculum submissions
F. Provide safety for students by knowing policies, procedures and regulations established by Housing and Residential Education, UW-Green Bay, the University of Wisconsin System and the State of Wisconsin.
G. Meet weekly with Housing and Residential Education staff as needed to discuss current issues, upcoming events, training and developmental issues. 
H. Hold office hours on a regular basis to complete administrative work and meet with students.
I. With Assistant Director, engage with divisional partner(s) to support cross-department collaboration within Student Affairs and lead on academic and mental health initiatives to support the residential education curriculum. 
J. Perform other duties as assigned, including various special projects and some custodial and maintenance projects.
VII. Qualifications: 

Hall Managers must be an effective leader, reliable, responsible, mature, and able to handle a variety of difficult and emergency type situations. Employees must have a high level of initiative, able to work independently or in a team setting, have exceptional communication skills and be an efficient problem solver. 
Must have Junior status when starting in role. Must have lived in campus housing for at least 2 semesters, 4 semesters preferred. Must be in good academic standing with the institution.
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