JOB DESCRIPTION TEMPLATE
Director of Student Services
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
The Director of Student Services strategically coordinates, manages, and oversees the initiatives and daily functions of the student services team. This team provides comprehensive support to the student body, facilitating students' academic and personal growth, with student retention as a central goal.
The role combines compliance, retention strategy, academic counseling, and staff leadership. It is a student affairs leadership role within the higher education sector.
Key Responsibilities
Retention & Compliance
1. Drive the development and implementation of student retention strategies, ensuring short-term and long-term retention goals are met or exceeded.
1. Uphold and enforce compliance with all local, state, and federal laws and institutional policies governing student services, continuously updating interpretation of these regulations.
1. Provide comprehensive supervision of the Ability to Benefit program, ensuring it meets all regulatory stipulations and procedures.
Student Support & Counseling
1. Design, roll out, and revise student policies and procedures that enhance student learning and the overall educational program.
1. Oversee and counsel students on their Standards of Academic Progress, proposing effective strategies for academic improvement.
1. Develop, manage, and evaluate programs that assist students with areas such as housing, academic and life counseling, transportation, and essential life skills.
Team & Records
1. Recruit, train, evaluate, and supervise the student services staff, including interviewing, hiring, work planning, and problem resolution.
1. Maintain accurate, audit-compliant records on student attendance, academic performance, and financial status.
1. Produce regular reports using analytical techniques to identify challenges and solutions.
Qualifications
Education & Experience
1. A minimum of a bachelor's degree from an accredited four-year institution and at least two years of experience in a comparable role.
1. Strong preference for candidates with a bachelor's degree and a minimum of ten years of relevant experience.
Core Competencies
1. Ethical conduct and integrity, exceptional written and verbal communication, and strong relationship management.
1. A customer-centric approach to student needs, effective delegation, sound decision-making, and proven leadership and mentorship.
1. Strong organizational skills with the ability to prioritize, plan, and maintain organized work practices.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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