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	Faculty/Division/Office/Unit/Entity/Institute
	Dean of Students
	Job Grade
RemChannel Code


	
	DATE PROFILE WAS LAST REVIEWED
	July 2007

	


	
	
	
	NAME

	JOB TITLE
	Sub-Warden
	INCUMBENT
	Various

	DEPARTMENT/SECTION
	Oppidan Union 
	SUPERVISOR/MANAGER
	Warden: Oppidan Union 
Gordon Barker

	JOB TYPE 
	Student Support
	DIVISION HEAD
	Dean of Students

	PERMANENT OR CONTRACT (IF CONTRACT – LENGTH OF CONTRACT)
	
	FULL-TIME OR PART-TIME (IF PART-TIME HOW MANY HOURS PER DAY)
	

	COUNCIL FUNDED POST OR OUTSIDE FUNDED
	
	DATE APPROVED
	


	MAIN JOB OBJECTIVE/S

	The key purpose of this job is to assist the Hall Warden in the effective and efficient running of the Oppidan Union in order to provide a high-quality support service to students.




	DESCRIPTION OF KEY RESPONSIBILITY AREAS 
	STANDARD EXPECTED

	STUDENT CARE RESPONSIBLITIES including: -

· The Sub-Warden must be proactively involved with students, interested in all aspects of their lives (academic, athletic, aesthetic, social and personal) and promote well-being in these different spheres. 
· Responsibilities associated with student care include assisting and advising students who are experiencing academic or personal problems, referring these students to the appropriate resources within the University and reporting these problems to the Warden (Oppidan Union) provided that permission has been granted by the student. 
· Regularly meet with students in their allocated area.
· Taking part in Inter-Res sport and encourage Oppidans to participate in inter-res sport by playing for area-based Oppidan teams.

	The Sub-Warden is expected to interact with students in a friendly and caring manner.  Special care should be taken with those individuals new to Rhodes University and Grahamstown, in particular first year students who are in digs.  Students are encouraged to get involved in the activities of the Union but such encouragement must respect individuality and need for privacy.   


	LIAISON RESPONSIBLITIES including: -

· Communication and facilitating communication between the Hall/House Wardens and students, e.g. communication of students’ concerns and grievances as well as communication of policies, decisions and information for the Warden (Oppidan Union) to students. 
· Advising and informing the Hall Warden in the case of an emergency; in the case of damaged property (where the Hall Warden may need to facilitate between students and landlords), accidents, serious illness and death of a student.
· Informing the Warden of the Oppidan Union of students’ noteworthy achievements (e.g. academic awards, prizes and bursaries, selection for sports teams).
· Meet with the Hall Warden bi-monthly to report on the functioning of the area assigned to them.
 
	The Sub-Warden interacts with all students in his/her assigned area and is able to develop a rapport with most, if not all students. 
Attends all Oppidan Union functions as well as meetings called by the Warden for the Oppidan Union.


	MEDIATION AND DISCIPLINE RESPONSIBILTIES including: -

· The Sub-Warden must address any conflict within the area he/she has been assigned.  This includes monitoring behaviour and discipline and taking disciplinary action where necessary. 
· The Sub-Warden is required to deal with any transgression of the rules of the Union and University including taking necessary disciplinary action. 
· Managing conflict with regards to relations between Oppidans and members of the Community.  Serious problems to be reported to the Warden of the Oppidan Union.
	Disciplinary action taken is consistent and fair and is done in terms of the Student Disciplinary Code.  Ensure that the rules of the University and the Union are implemented consistently and fairly. Any disciplinary action taken should recognise that the life stage of the students and be targeted appropriately.  Disciplinary action should be sought as a last resort. Seeks to mediate conflicts in order to restore relationships amongst students and a pleasant environment for all to live in.


	ADMINISTRATION RESPONSIBLITIES including: - 

· Developing and maintaining of student records and contact details.   
· Recommending new or changes to the way in which the Oppidan Warden and Sub Warden processes and procedures to ensure the smooth running of the Oppidan Union.
· Assist the Oppidan Secretary in the conducting of annual fire, emergency and safety checks for accommodation that is listed with the Oppidan Union.
	Records are kept up to date, are easily accessible to those that need access, are completed timeously in terms of the requests of the Warden.
Job incumbent makes suggestions and recommendations to the Warden on things that can be improved.  Problems regarding safety must be reported to the Warden.  



	DIRECT CONTACTS OF THE JOBHOLDER (INTERNAL AND EXTERNAL)


INTERNAL CONTACT:

	TYPE OF CONTACT
	DAILY/MONTHLY

ANNUAL
	PURPOSE OF CONTACT

	Students
	Daily
	To assist with matters related to the smooth operation of the Oppidan Union and to mediate in matters between fellow students.  

	Hall Warden
	Daily to Weekly
	Interaction as regards the smooth running of their allocated area.  Referral of issues in the absence of the Warden.

	Landlords
	Daily to Weekly, as required 
	To mediate between students and members of the Community to ensure good relationships between both parties and the Institution.


	JOB REQUIREMENTS

	Qualifications, Knowledge, Skills and Personal Characteristics

Key Competencies required:
· Strong Academic Track Record.  The person should have a successful academic track record and should be either in their 3rd year of study or at Post-Graduate Level.  Preference will be given to Post-Graduates.

· There should be evidence of consistent interest and involvement in either sport or cultural activities throughout their University career as well as a genuine interest in the welfare of students and ability to deal with diversity Sound leadership and self-management skills 

· Excellent interpersonal skills - must be able to establish rapport with others, be approachable and friendly.

The above competencies are measured in the selection process.

Required once on the job:
· Knowledge of the University’s Rules for Students, the University’s discipline procedures;

· Knowledge of the University’s campus protection officers and campus guards, the local ambulance service, the local fire service and the local police - in particular how to manage a crisis situation; and

· Knowledge of the University, in particular the support services and facilities on offer to students.

· Own transport is essential so that he/she can visit the students in the area that he/she has been assigned.

The training of Sub-Wardens ensures that these students get the necessary exposure to the above.



	MANAGEMENT/SUPERVISORY DUTIES: 
None



	NUMBER OF SUBORDINATES:
None




	FUNCTIONAL RESPONSIBILITIES (only if applicable)

	COST/FINANCIAL CONTROL
No budget responsibilities.
 

	LEVEL OF RESPONSIBILITY
Who must authorize, review or clear decisions taken with regard to the jobholder’s functions? 

Warden Oppidan Union
What percentage of tasks can be carried out without supervisory input and/ or control? 

85%
What normally authorized and empowered critical decisions may be made by the job holder?

Decisions can be taken within agreed Union and University policies, procedures and practices.



Conditions of Service of Sub-Wardens
Notwithstanding whatever is contained in this document, a Sub-Warden must read and be au fait with all the provisions, rules, regulations and duties as outlined in the document entitled Conditions of Service of Sub-Wardens (attached).

PROFILE PREPARED BY:   Sue Robertson in consultation with Vivian de Klerk
