Assistant Director

Office of Lesbian Gay Bisexual and Transgender Affairs

Basic Function: The Assistant Director is responsible for assisting the Director in the day-to-day management of the Office of Lesbian Gay Bisexual and Transgender Affairs (LGBTA) as well as directing major programming events and on-going programming activities.  The Assistant Director provides student leadership development, student group advising, and a high office visibility profile.  The Assistant Director supervises the work of the communications staff.

Characteristic Duties

1. [10%] Provide leadership to the office, including decision making, in the absence of the director.

2. Serve on the senior leadership team of the office.

3. Provide collaboration and coalition-building opportunities for the campus.

4. [20%] Provide leadership development opportunities for students.

5. Provide guidance, mentoring, and leadership to students in the implementation of their programming ideas.

6. Meet with and serve as a resource for students and make appropriate referrals.

7. Provide guidance to student organizations with organizational development issues (i.e. membership recruitment, retention, etc.).
8. Plan and conduct a developmental retreat for LGBT student leaders.

9. [35%] Design, coordinate and deliver campus-wide LGBT celebratory events, including LGBT Welcome Week, LGBT Visibility Week, and National Coming-Out Week.
10. Design, coordinate, and deliver educational and community development programs for the University community.

11. Co-manage the programming budget with the other Assistant Director

12. Maintain program reports and statistics

13. [20%] Manage communications aspects of the office.

14. Maintain the LGBTA website.

15. Supervise communications staff in the editing and distribution of the LGBTA newsletter.

16. [10%] Represent the Office and the Division on University committees and boards.

17. Represent the University on community and national committees and boards.

18. [5%] Other projects and duties as assigned.

Supervision Received

General supervision is received from the Director of LGBT Affairs.

Supervision Exercised

Functional and administrative supervision is exercised over Communications staff.

Qualifications:

1. Master’s Degree in Student Personnel Administration, Higher Education, Social Justice Education, Counseling, Social Work, or related field or equivalent combination of experience and education.
2. Leadership training development

3. Group facilitation experience

4. Counseling background

5. Multicultural programs development experience

6. 3-5 years experience working with LGBT students/student organizations in a higher education environment

7. Student Affairs experience

8. Excellent written and oral communication skills and experience

9. Demonstrated commitment to LGBT concerns and civil rights

10. Comprehensive understanding of social justice and the intersection of identities and oppression

Compensation

$36,000 to $38,000 + Excellent University benefits and great work environment

The University of Michigan is a non-discriminatory, affirmative action employer.  We encourage applications from people with disabilities, women, transgender people, bisexuals, lesbians, gays, people of color and members from other disenfranchised groups.

