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University of California Los Angeles
Job Description
The Job Description form is used to record the duties, responsibilities, qualifications sought and fiscal impact of classified and nonclassified positions. This information is the basis for determining the title, salary rate, and Fair Labor Standards Act exemption status for positions. To achieve these purposes, it is essential that detailed and exact information pertaining to current duties, responsibilities, and qualifications be accurately recorded on this form.
Position Information

JA Number: 
0806960   

Department Code / Name: 
4804-STUDENT AND CAMPUS LIFE   

Organization Code / Name: 
7000-VC STUDENT AFFAIRS   

Department HR Contact

Name: 
Deb Geller   

Email Address: 
dgeller@saonet.ucla.edu   

Phone Number or Extension: 
x54876   

Position Title

Title Code: 
4352   

Title: 
STUDENT AFFAIRS OFFICER IV   

Approved Working Title: 
Case Manager   

Approved Program: 
PSS   

Approved Grade Level: 
4   

Approved Employee Relations (ER) Code: 
E-All others, not confidential   

Approved Bargaining Unit (BU) Code: 
99-Policy Covered   

FLSA Status: 
Exempt   

Reporting Information

Supervisor Name: 
Robert Naples   

Supervisor Title: 
Assoc. Vice Chancellor   

Job Summary

Job Summary Statement: 
Under the direction of the Dean of Students, responsible for developing, implementing, and managing a case management system to coordinate, facilitate, and monitor programs and services available to distressed students. 
Coordinates with the Office of the Dean of Students, Student Psychological Services, Office of Residential Life, UCPA, and other administrators as appropriate to address the needs of students who have problems in areas that may include academics, health-related, psychological, economic, discipline, family relationships, and social adjustment, through assessments, consultations, interventions, referrals, and follow-up services.   

Type of Supervision Received/Exercised: 
Works under the general Direction of the Dean of Students. Functions with great deal of independence, setting own priorities.   

Supervisory Information

Does this job have supervisory responsibilities? 
No   

Special Employment Designations/Requirements

Critical: 
Continued employment contingent upon completion of satisfactory background investigation.   

Core Functions & Duties

% of Time 

Core Function 

Function Letter 

Duty Statements 

95 

CASE MANAGEMENT 

A 

1. (E) Serve as primary point of contact for faculty and staff to express concerns regarding students who exhibit symptoms associated with distress. Develop, implement, and manage a case management system to coordinate, facilitate, and monitor programs and services available to distressed students. 

2. (E) Collect and assess information pertaining to student cases. Maintain factual case records.

3. (E) Compile and maintain a directory of campus and community resources available to students.

4. (E) Contact and collaborate with campus departments to expedite resolution of problems. 

5. (E) Maintain a system for following up with students who have been referred to campus or community resources. Provide follow-up services to insure compliance with recommendations.

6. (E) Coordinate with the Office of the Dean of Students, Student Psychological Services, Office of Residential Life, UCPD, and other administrators as appropriate to address the needs of students who have problems in areas that may include academics, health-related, psychological, economic, discipline, family relationships, and social adjustment. 

7. (E) Provide crisis intervention for students with immediate definable needs such as shelter, food, financial aid, and medication control.

8. (E) Formulate and coordinate interventions to minimize and/or resolve student problems.

9. (E) Assess student needs and refer for campus or community services such as therapists, psychiatrists, and clinics, as appropriate. Coordinate with Student Psychological Services to support students in connecting with community resources for outpatient mental health. This may include but is not limited to making referrals, scheduling appointments for students, Meeting with students to discuss barriers to accessing community resources, and providing case management.

10. (E) Prepare statistics and reports.

11. (E) Develop and present workshops and training programs that assist University staff and faculty in dealing with problem situations involving students.

5 

SPECIAL PROJECTS 

B 

1. (M) Special projects as assigned by the Associate Vice Chancellor, Student & Campus Life, in support of divisional, organizational, or campus needs.
2. (E) Participate in campus or UC committees as assigned. May include some travel.

SKACs

  

SKAC 

Duty Reference 

Req/Preferred 

  

1. Detailed working knowledge of federal regulations impacting student records, including FERPA and HIPAA

ALL 

Required 

  

2. Advanced degree from an accredited institution in Law, Psychology, Education, Counseling, Social Work, or a related field.

ALL 

Required 

  

3. Concentrated experience working with distressed individuals in a higher education or community setting.

ALL 

Required 

  

4. Demonstrated ability to interact effectively with students, faculty, staff, and community members of diverse cultural, social, political, and religious backgrounds and varied age, gender, and sexual orientation.

ALL 

Required 

  

5. Strong verbal, written, and interpersonal communication skills. Skill in speaking clearly and distinctly using appropriate vocabulary and grammar to obtain and convey information to individuals at various organizational levels. Strong listening skills. Ability to compose clear, grammatically correct, well-constructed correspondence, reports, and informational materials.

ALL 

Required 

  

6. Detailed knowledge of dispute resolution alternatives, including mediation between individuals.

ALL 

Required 

  

7. Outstanding organizational skills, including ability to set priorities which accurately reflect the relative importance of job responsibilities and carry out multiple assignments in a timely fashion when there are changing workloads, competing requirements and deadlines, heavy workloads, and changing assignments. Demonstrated skill in working independently and following through on assignments with minimal direction.

ALL 

Required 

  

8. Demonstrated ability to deal effectively with crisis situations.

ALL 

Required 

  

9. Ability to counsel undergraduate and graduate students on a one-to-one basis

ALL 

Required 

  

10. Demonstrated ability to research, write analytical reports, and make presentations on issues related to students and student behavior.

ALL 

Required 

  

11. Skill in interacting diplomatically with the public when faced with demands or requests for action that may violate federal or state law or University policy and procedure.

ALL 

Required 

  

12. Ability to speak formally and informally and make prepared and extemporaneous presentations to individuals and groups in order to provide information, explain procedures, investigate facts, and persuade others.

ALL 

Required 

  

13. Ability to facilitate resolution of disputes between individuals/groups.

ALL 

Required 

  

14. Skill in negotiating and exchanging ideas, information, and opinions with others to formulate policies and programs and arrive jointly at decisions, conclusions, and solutions.

ALL 

Required 

  

15. Ability to maintain equanimity, sensitivity, and judgment in the face of resistance, indifference or hostility during conflict or confrontations.

ALL 

Required 

  

16. Ability to take thoughtful action where answers to a problem are not readily available.

ALL 

Required 

  

17. Working knowledge of microcomputer applications in a local area network, including word-processing, spreadsheet, presentation, database, and electronic mail applications, in order to perform all administrative responsibilities associated with the position.

ALL 

Required 
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