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DEAN OF STUDENT AFFAIRS  

JOB DESCRIPTION 
 

Department:  Upper School Administration 

Supervisor:  Upper School Principal 

Status:              Full-time 

 

The Dean of Student Affairs will be charged with supporting every Upper School student's 

academic and social-emotional growth. The Dean of Student Affairs is directly accountable to the 

Upper School Principal and is a member of the Upper School's Administration Team. This role 

collaborates with administration, faculty, students, and parents to ensure that the spirit and life 

of the Upper School reflect the mission and core values of an Ursuline education. The Dean acts 

as a liaison between administrators and student organizations, overseeing all clubs and student 

groups. Social programs are managed through the Office of the Dean of Student Affairs and 

discipline-related processes and procedures. The Dean's responsibilities also include teaching 

two classes.    

 

SPECIFIC DUTIES WITH REGARD TO:  

Students 
 

 Supports school spirit within the division and a healthy school climate. 
 Engages students in building healthy school culture. 
 Guides and facilitates student activity in the spirit of Freedom with Responsibility. 
 Administers the discipline processes and student-related procedures in the Upper School. 
 Moderates Student Council and Student Council activities. 
 Oversee the Student Advisory Program. 
 Coordinate Upper School events (Homecoming Dance, Club Fair, student-led events, 

Student Dress Down Days, Community Time Events, etc.)  
 Plan and organize the summer Freshman Orientation day. 

 

Administration  

 Implement the Ursuline mission, goals, and qualities of our Portrait of a Graduate. 
 Serve as a member of the Upper School Administrative Team. 
 Serve as a member of the Academic Council. 
 Assume responsibility in designing and implementing student-related, division-wide 

policies and procedures. 



 

 Assist in long-range planning for the division and the school. 
 Collaborate and coordinate with the Counseling Department when related to student 

needs, concerns, and issues. 
 Administer and evaluate school policies as delineated in the Parent/Student Handbook 

and the Faculty Handbook; update handbooks annually. 
 Perform other duties as assigned by the Principal. 

 

Faculty 

 Coordinate with the faculty to plan appropriate and engaging student activities. 
 Coordinate with the House Committee to plan appropriate and engaging community-

building activities. 
 

Parents 

 Provide information on student life programs (field trips, special events, etc.) 
 Oversee correspondence relating to discipline and student-related procedures. 

 

PROFESSIONALISM:  

 Model professional qualities of discretion, confidentiality, and respect through interpersonal 
relationships with colleagues, students, and families. 

 Take all necessary and reasonable precautions to protect students, equipment, materials, and 
facilities. 

 Promptly attend all meetings and in-service and actively participate as required. 
 

WORK ETHIC:  

 Maintain confidentiality at all times regarding the Ursuline community. 
 Contribute by personal example to an atmosphere of faith commitment consistent with 

Catholic values and Ursuline's founder, St. Angela Merici. 
 Must be highly dependable and have a willingness to perform all other duties as assigned. 
 Respect, cooperate and maintain a positive attitude with colleagues (faculty and staff), 

students, parents, and alumnae. 
 Regularly reflects on practice, seeks and responds to feedback, and demonstrates self-

awareness and commitment to continuous learning and development. 
 

REQUIREMENTS: 

 Bachelor's degree in Education or related field 
 K-12 Independent school experience  

 

PREFERRED: 

 Advanced degree in School Administration 
 Minimum of 5 years of teaching experience 



 
 

COMPETENCIES NEEDED: 

The understanding of adolescent research trends and findings, including best practices to 

promote the school's culture.  Maintain integrity, confidentiality, and balance of perspective 

when working with individual students.  Serve as a positive and engaged member of the school 

community. Demonstrate active listening and collaboration.  Proficient in working with 

technology. 

 

PHYSICAL DEMANDS: 

The position requires frequent walking, standing, bending, talking, and lifting of up to 25 pounds 
as a regular part of the job. Specific vision ability required, including close, distance, peripheral 
vision, and ability to adjust focus. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 

WORK ENVIRONMENT: 

The noise level in the work environment is moderate. The employee may be exposed to possible 

extreme weather conditions and infectious diseases. While performing the duties of this job, the 

employee will occasionally be exposed to weather conditions of extreme cold and or extreme 

heat. 

 


