University of North Carolina Wilmington             
Division of Student Affairs

Student Affairs Case Manager
Duties and Responsibilities

Formal Title: Student Affairs Case Manager (EPA)

Reports to (Title): Assistant Vice Chancellor and Dean of Students

Department: Office of the Dean of Students

Position Overview and General Duties 

This is a unique and specialized position which blends the functions of coordinating referrals and intake, non-clinical student consultation, systems development and coordination, leadership in decision making and follow through, and improving the likelihood of student academic success/decreasing student attrition.  The success of this position will directly impact the quality of students’ educational experience at the university, and will enhance the overall academic and learning experience both inside and outside the classroom.

The case manager coordinates the university’s process for addressing the needs of students who have challenges with academic, health, conduct, substances, financial and social issues through providing myriad interventions, referrals and follow-up services.  Serves as primary student affairs liaison to academic deans and designees, health care and mental health providers, staff and parents relative to students requiring interventions and and/or in need of additional resources to succeed at UNCW. Collects, reviews, coordinates and manages the mental health and disciplinary at-risk student cases that come before the Office of the Dean of Students and the University’s student behavioral intervention team. Manages student cases including complex behavioral cases, mental health cases and cases involving students exhibiting behaviors which may limit their academic success and/or negatively impact the university community.  
Reports to the assistant vice chancellor/dean of students, and serves as liaison to Academic Affairs, the Student Health Center, Counseling Center, Achievement/ Disability Services, the Learning Center, University Police and external resources to ensure student cases are being thoroughly reviewed and students are receiving continuous care and appropriate support resources.  
Specific Responsibilities
1. Works with academic deans, department chairs and faculty regarding individual students and behaviors which affect the classroom environment; receives and addresses faculty concerns relative to student academic matters including absenteeism and classroom comportment;
2. Serves as primary intake liaison for Academic Affairs, and provides education, guidance and training to academic staff on how to make referrals to the Office of the Dean of Students to access the case manager and other student affairs resources (as listed above);
3. Establishes and maintains reporting, tracking and monitoring mechanisms on students who manifest behaviors which signal they need on or off campus resources in order to succeed in college;

4. Monitors individual cases and student progress, including those of complex psychological/behavioral incidents; coordinates tracking and follow up on each case to ensure compliance with recommendations and requirements;

5. Presents cases to the student behavioral intervention team, providing opportunity for cross-functional communication and collaboration across university units and within Student Affairs (relative to cases where students may pose a threat of harm to self or others);
6. Coordinates intervention plans through use of and collaboration with various university and off campus resources in order to minimize and/or resolve student problems (helps “connect the dots” on students manifesting behaviors of concern in disparate sections of the university);
7. Provides referrals to support services within the university and/or community agencies, and assists students with social services needs including but not limited to facilitating access to medical care (may include having a role relative to student hospitalizations, discharge planning and crisis intervention);
8. Where appropriate and in accordance with relevant confidentiality guidelines, facilitates communication between parents/guardians and the university to address/resolve student issues;

9. Addresses factors which contribute to student attrition and assists in designing and participating in initiatives (e.g. College Student Inventory) which increase student success and retention;
10. During intake and monitoring, counsels and assists students on issues which may impede their success and satisfaction while enrolled at UNCW;

11. Advises the asst. vice chancellor/dean of students on relevant policy, protocol and procedural changes associated with student behavior, mental health and associated issues;
12. Participates in new student/parent, faculty and staff orientation sessions to educate constituents on case manager functions and on and off campus resources;

13. Develops systems for reporting and maintenance of student cases, and maintains accurate case records and prepares statistical reports as requested by the dean;
14. Utilizes and adheres to various federal regulations which impact how colleges work with students, including FERPA and HIPAA;
15. Maintains a directory of off campus community resources available to students;

16. Completes other related duties as they are assigned by the asst. vice chancellor/dean of students.
Minimum Required Education, Experience, Skills and Competencies 
Master’s Degree in higher education, counselor education, psychology, sociology, public health or related field.  Minimum of three years full time experience in case management or closely related position, with a demonstrated knowledge of case management systems (preferably in higher education setting), and/or experience working as part of case management support team. Must be an advocate for student success. Must be able to multi-task and manage a large and diverse case load, establish systems for receiving and tracking cases, and be able to work well with a diverse range of constituents (staff, faculty, students, parents, and off campus providers).

Recommended Skills & Abilities

Ability to work with and assist others in navigating through complex systems; 
understanding of certain treatment programs, mental health terminology/diagnostic categories; general knowledge of educational and medical privacy guidelines and ability to communicate difficult/sensitive information. Understanding of campus behavioral intervention teams and threat assessment in schools. Understanding of higher education, student affairs, and human development and student behavior.

