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	JOB TITLE
	Hall Warden
	GRADE
	16

	POSITION CODE
	
	OFO CODE
	

	DIVISION 
	Student Affairs Division
	INCUMBENT
	Various

	SUPERVISOR/MANAGER
	Director: Student Affairs
	JOB TYPE (ACADEMIC/SUPPORT)
	Support

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

	COUNCIL FUNDED POST OR OUTSIDE FUNDED
	Council
	DATE APPROVED
	31 October 2019 (SR)


	MAIN JOB OBJECTIVE/S

	The effective management of a University Hall of Residences (including the execution of the responsibilities of House Warden of a residence in that Hall in order to provide a high-quality support service to the students.  The effective management of the Hall is achieved through ensuring the effective management of each residence and administrative services to the Hall as well as effective liaison with service providers in Infrastructure and Operations.  


	DESCRIPTION OF KEY RESPONSIBILITY AREAS 
	KEY PERFORMANCE INDICATORS

	STUDENT CARE - 30%
	The Hall Warden must ensure the provision of an environment within the Hall which is conducive to the development and success of its students at the University.  The Hall Warden is required to interact with students inter alia: - 
· In the dining-hall by attending meals.
· At Hall functions, cultural activities.
· When such students have particular problems that they wish to discuss with the Hall Warden.
· Dealing with student complaints about a House Warden.


	STUDENT DISCIPLINE - 20%
	He/she is required to ensure that the Student Disciplinary Code and other Hall regulations are adhered to and the appropriate disciplinary action taken where necessary.  This includes dealing with relevant disciplinary action and appeals against decisions taken by the House Warden, as well as ensuring that the University disciplinary database for the Hall is kept up to date.


	LEADERSHIP WITH THE RESIDENTIAL SYSTEM - 10%
	Together with other Hall Wardens and the Director: Student Affairs, contribute to the leadership of the residential system including: - 
· Contributing to the conceptualisation and implementation of new strategies within the residential system.
· Attending relevant meetings and participating fully in these.
· Attending relevant strategic sessions training programmes and discussion groups for Wardening staff.
· Work together with relevant service providers e.g. HR, Infrastructure and Operations to resolve ongoing problems or to explore new initiatives and programmes.
· Representing the University within the Hall and representing the student and wardening voice within the University.


	STAFF MANAGEMENT AND LEADERSHIP - 10%
	The Hall Warden must manage House Wardens and administrative staff within the Hall. This includes:

· Ensuring that appropriate planning takes place within the residences and Hall; 

·  Ensuring that the House Wardens understand the standards of the University as regards the running of a residence; 

· Dealing with any performance problems (failure to execute job responsibilities);

· Training of House Wardens in their responsibilities, including ensuring that they attend any formal training offered by the University;

· Ensuring regular liaison with administrative staff to ensure that necessary work is being done;

· Ensure that the administrative staff are getting the necessary training and support in their work;

· Writing of probation report for House Wardens in the Hall and where necessary, for administrative staff 

· Writing of performance reports of House Wardens for reappointment purposes.

· Leading the Hall in the timeous selection and appointment of Hall Fellows.


	ADMINISTRATION - 10%
	The Hall Warden must ensure that there is an administrative system to ensure the smooth running of the Hall, including the: - 
· Minutes of Hall Committees.
· Correspondence to University officials and requests made on behalf of the Hall.
· Correspondence to the Hall and requests made of the Hall and forwarding of relevant requests to House Wardens.
· Records related to staff in the Hall.
· Records relating to personal and academic information of students in the Hall.
· Submission of the annual report for the Hall.
· Submission of annual lower disciplinary report for the Hall.


	HEALTH, SAFETY AND WELL-BEING - 5%
	The Hall Warden must: - 
· Ensure that regular fire, emergency and safety checks and drills are conducted in the residences.

· Ensure that residences have suitable arrangements are made for emergencies.
· Ensure that residence is able to cope with student issues such as rape, sexual assault, or any other violence or any other threats to the physical, emotional or physical well-being of the students that is within the control of the University. 
· The Hall Warden is a Reporting Officer of the University in terms of the Policy on Eradicating Unfair Discrimination and Harassment.


	RESOURCE MANAGEMENT - 5%
	The Hall Warden must: -
· Ensure that the House Wardens are executing their responsibilities as regards looking after the fabric of the residences use and its immediate precincts and that damage to movable assets (furniture, blankets, curtains, carpets, etc.) are kept to a minimum, putting in place necessary control systems.
· Conduct regular inspections of the buildings in the Hall.
· Ensuring that any problems with the fabric of the residences, housekeeping services and utility services are attended to by the relevant service providers in the University.

· Submit applications on behalf of the Hall as regards             additional resources required.


	SERVICE MONITORING - 5%
	The Hall Warden must: - 
· Establish positive relationships with service providers and establish/negotiate Hall requirements and expectations.
· Follow up with the House Wardens as regards the provision of quality services (catering, housekeeping, grounds and gardens and utilities) to the residences in the Hall and follow up with service providers when there are problems.
· Ensure that maintenance requisitions submitted to the Infrastructure and Operations Division are followed up and progress is monitored in order to determine whether the required work has been done and if necessary, to press this Division to undertake the work.   Ensure that the House Warden is kept in the loop.

(Although the Hall Warden is not responsible for the delivery of housekeeping, catering and utilities services, s/he is expected to monitor services that are provided by the various service providers in the University).


	BUDGET RESPONSIBLITIES - 5%
	Each Hall Warden is responsible for: - 
· Hall funds, and is required to account for this by providing the necessary documentation as prescribed by the relevant University practice.
· Auditing of House Warden reports as regards House funds and entertainment allowance.



	JOB REQUIREMENTS

	EDUCATION AND EXPERIENCE
In line with the competencies required below, consideration will next be given to candidates with the following: - 
· Those who are in possession of an academic qualification AND 
· Those who have worked in a tertiary education environment and who, as a direct result of their job, have interacted with students.


	COMPETENCIES, I.E. KNOWLEDGE, SKILLS AND ATTRIBUTES

The job incumbent is required to demonstrate the following competencies: - 

PROFESSIONAL COMPETENCIES
· An understanding of the dynamics of residence life and the realities facing students today

· Ability to cope with multiple demands and the ability to manage his/her own stress levels effectively and productively
Desirable
· Knowledge of the University’s Rules for Students, the University’s discipline procedures and the University’s policies affecting the residence system

· Knowledge of the fire, emergency and safety regulations, procedures and services including 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

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

PEOPLE AND COMMUNICATION SKILLS

· Ability to communicate effectively both verbally and in writing in English
· Ability to communicate in other official languages is desirable and will be an advantage
· Interpersonal skills (the ability to build rapport with others and to instil confidence in others
· Genuine interest in students, with the ability to deal with diversity
· Sound conflict management skills with a high level of assertiveness
ADMINISTRATIVE SKILLS

· Sound Computer literacy: able to work with a word processor, spreadsheets, use the internet and email
· Critical administrative skills include good organisational and planning skills as well as problem-solving and time-management skills

· Attention to detail is necessary

· Ability to conduct meetings

· Basic bookkeeping skills
· Sound numeric ability
MANAGEMENT SKILLS 
· Ability to think strategically and creatively

· Problem-solving skills: logical and analytical

· People management skills with a collaborative approach

· A strong track record of service delivery
· Decision-making skills, able to be objective, flexible but decisive

· Sound numerical ability

WORK BEHAVIOURS
· Strong service ethic with a track record of continuous improvement

· Able to work independently as well as a member of a team

· Actively seeks feedback 

· Able to withstand criticism and use constructive criticism to improve service delivery and own contribution

· Professional and able to produce work of a high quality

· Shows initiative



	SUBORDINATES
Yes
House Wardens

Indirect: Sub-Wardens and House Committees



	FUNCTIONAL RESPONSIBILITIES

	PLANNING 
(i) What is the longest (macro) period that the jobholder has to plan ahead? 
6-12 months
(ii) Typically, how long are the micro phases/time periods that the macro planning is divided into? 
2 months 



	ADDITIONAL INFORMATION

___________________________                                                  ________________________________

Signature of the line manager                                                       Signature of the employee 

Date _______________________                                                Date _________________________


	FOR HR USE ONLY - TO BE COMPLETED BY HR

	RemChannel Code
	No Match

	Note: Any changes made to the job profile  (other than the name of the incumbent, the position code and OFO code) must be approved by the Director: HR or the Deputy Director: HR.
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