	Dorm Administrator
Dakar Academy Job Description

	Division/Department:
Boarding
	Location:        Boarding Homes

	Job title:    Dorm Administrator
	Reports to:     Director
Supervises:     Boarding Homes

	Level/Grade:
                   Middle School
                   High School
	Type of position:

Role to be assigned by Director
	Hours:

As job requires

	General Description:

The Dorm Administrator has responsibility for the overall running of the boarding homes.


	Preferred Qualifications:

Prior experience as full-time boarding home parents, having met all the qualifications required by DA of boarding parents, good organizational skills, pastoral hearts.



	The Boarding Administrators shall:

1. Assist the boarding home parents in developing and maintaining a happy, caring, and trusting home-like atmosphere.

2. Schedule regular visits with each set of boarding home parents and dorm relief people for purpose of encouragement, support, and prayer together, as well as keeping informed of the needs and issues in each dorm.

3. Help boarding home parents develop ways to cooperate closely with the parents of boarders.

4. Encourage boarding home parents to take an active role in seeking parental advice concerning the supervision and care of children in their dorm.

5. Provide opportunities for the boarding home parents to grow spiritually and professionally through regular in-service meetings.

6. Schedule orientation sessions for new dorm staff members during the first semester.

7. Prepare an agenda for, call, and conduct weekly dorm staff meetings.

8. Coordinate and evaluate the boarding program, reporting periodically to the Director.

9. See that dorm staff report the progress of each student in their own dorm to that student’s parents on a regular basis.

10. Assist the boarding home parents in arranging for their days and weekends off.

11. Counsel with students or boarding home parents when needed.

12. Review and recommend for revision changes in boarding home policies and keep them updated in the Boarding Manual.

13. Give previous approval for any substitute to cover the boarding home.

14. Act as liaison between parents and boarding home parents as necessary and between students and boarding home parents as necessary.

15. Be aware of discipline objectives and practices in the boarding homes.  Counsel with the boarding home parents regarding discipline and help them solve student disciplinary problems.  Coordinate discipline when it involves students from different dorms.

16. Attend the Director’s administrative team meetings.

17. Encourage the boarding home parents to keep the lines of communication open with the faculty regarding academic needs of students in their dorms.

18. Help the boarding home parents in arranging for beginning and end of semester travel arrangements (airport runs) for their students.

19. Conduct annual evaluations of boarding staff to be filled out by students in their dorms as well as the parents of those students.  Tally the results of the evaluations and go over results with the boarding home parents in order to help them see their strengths and weaknesses.  Send copies of the results to the DA Director to be placed in their individual personnel files, and send copies of the results to the boarding parents’ mission leaders.

20. Work in cooperation with the respective mission leaders and the DA Director to develop an appropriate plan of action in situations where there are major concerns involving boarding home parents.

21. Be responsible to help the boarding program meet all DA accreditation standards.

22. Seek active, practical ways to unite dorm students with day students.

23. Conduct a meeting with the parents of boarding students and boarding home parents at the beginning of the school year.  (Make introductions, distribute Boarding Home Handbook, discuss dorm policies, communications, etc.)

24. Send out periodic E-Letters to parents of boarding students (Content:  communicate info dealing with crisis emergency contingencies, pertinent info concerning national elections, strikes, holidays, upcoming international conferences, etc.) 



	Other Duties:

Full fill the job responsibilities of the position under which the role of Dorm Administrator is assigned.
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