Duke University

Division of Student Affairs

Position Description

Job Title:


Assistant Dean of Students/Case Manager
Department:


Dean of Students Office

Organization:


Student Affairs

Supervisor:


Sue Wasiolek

Position Status:

Full-time, exempt

Appointment:
 12 months; renewable annually with satisfactory  performance
Nature of Responsibilities:

Address the needs of students who have problems in areas such as academics, health related, psychological, economic, discipline, family relationships and social adjustments through a variety of interventions, referrals and follow up services. Responsibilities will include psychosocial needs assessment, case management, and collaboration and consultation with academic deans, health care providers, parents, and colleagues within the Division of Student Affairs.

Specific Duties:

1. Collecting, evaluating and recording all facts pertaining to student cases

2. Formulating intervention plans in order to minimize and/or resolve problems

3. Contacting and collaborating with other University departments to expedite resolution of problems

4. Contacting parents, when necessary, to mobilize parental support for the students’ needs

5. Providing referrals to support services within the University as well as community agencies

6. Following up prior cases to insure compliance with recommendations

7. Performing psycho/social evaluations to determine students’ needs

8. Maintaining factual case records and preparing necessary statistical reports

9. Maintaining a directory of community resources available to students

10. Facilitating communication between parents and the University to address/resolve student issues

11. Interpreting University policy regarding students and making recommendations when policy changes are needed

12. Preparing annual report

13. Assisting students with social services needs including, but not limited to, referral to community resources, facilitating access to medical care, including coordination of hospitalizations, discharge planning, and crisis intervention

14. Providing periodic consultation at Student Health Center and/or Counseling and Psychological Services Office

15. Facilitating readmission of students, subsequent to a leave of absence due to psychological or medically related matters

16. Providing information about medical or mental health resources for students with financial and/or transportation barriers

17. Providing support and guidance to University troubleshooters in matters pertaining to case management maintenance and access to records, when appropriate

General Qualifications:

Master’s degree in education, counseling, social work, public health or related field.  

Experience:

Three to five years experience in education or closely related setting with a demonstrated knowledge of systems; experience managing response to crisis situations; experience working as part of case management support team

Specific Skills and Competencies:

Ability to work within and assist others in navigating through complex systems;

understanding of treatment programs, mental health terminology, including diagnostic categories; general knowledge of medical privacy guidelines and ability to communicate difficult/sensitive information

