EMORY UNIVERSITY (Atlanta, Georgia, private)
Director of Office of Lesbian/Gay/Bisexual/Transgender Life

Job Summary
The director will primarily serve as an educator for the university utilizing a variety of methods and resources. Available for consultation with offices, departments and organizations, the director will design and implement programs and services according to the particular needs of each setting. As the key communicator of these issues, the director will support lesbian, gay, bisexual and transgender (lgbt) people within the Emory community. The director will oversee the budget and supervise graduate student coordinators and work study students. The director reports to the Dean of Students in the Division of Campus Life.

Job Responsibilities/Job Tasks
I. Program Development
A. Design and implement educational, cultural, and social programs to address the needs of Emory's lgbt population. 
B. Facilitate the development and implementation of anti-bias workshops and training programs for various Campus Life and University departments as well as student, staff, and faculty organizations.

C. Assist Emory's lgbt organizations in coordinating social and educational programs on campus.

D. Encourage relevant scholarly dialogue in areas of lesbian/gay studies.

II. Support Services
A. Be available to meet with individuals in the Emory community who have questions and concerns regarding sexual or gender identity and related issues. 
B. Support those who have experienced discrimination or harassment based on sexual orientation/gender identity or expression, and assist them in reporting such incident(s) to the appropriate authorities.

C. When appropriate, arrange follow-up services (support groups, counseling, etc.) for those who have experienced discrimination or harassment based on sexual orientation/gender identity or expression.

D. As a Campus Life staff member, facilitate the integration of lgbt concerns into the goals and programs of the Division.

III. Referral and Resource Development
A. Develop a network of referral sources. 
B. Research and collect a resource library.

C. Oversee production of a periodic newsletter about office activities and information relevant to lgbt issues.

D. Coordinate grant research and proposal writing.

E. Develop and maintain contact with similar offices on other campuses.

F. Attend relevant national conferences.

IV. Administration
A. Prepare and manage annual budget for the office. 
B. Oversee and approve all expenditures from the budget

C. Supervise graduate coordinators, work-study and office volunteers.

D. Generate reports (programming, budget, etc.) for Campus Life, as necessary.

E. Coordinate and chair regular advisory board

F. Network with representatives of other Emory organizations with similar concerns.

G. Act as consultant to professional staff members within the Division of Campus Life, as well as the larger Emory community on issues relating to lgbt life.
Qualifications
1. Minimum Education: BA, BS, Masters Degree. Ph.D. preferred. 
2. Specialized Education, Training: History of significant involvement in and concern for lgbt issues. Community-based involvement desirable. Experience with developing programs on lesbian, gay, bisexual and transgender persons and others. Familiarity with theoretical issues within lgbt discourse.

3. Minimum Work Experience: Three to five years of working in higher education or a related field.

4. Special Skills Required: Proven leadership and management skills working with diverse cultures and backgrounds. Excellent oral and written skills are essential.
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