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DEAN OF STUDENTS 
 

 

INTRODUCTION 

 

The Women’s College is a leading academic residential college for women in Australia. Established in 

1892, it is the first college of its kind in Australia and is situated within the University of Sydney.  The 

College enjoys an outstanding reputation combined with a proud tradition of women’s achievements. 

 

The Dean of Students is a full-time, residential contract position at the College. The role encompasses 

student care and events responsibilities, co-curricular activities and the non-residential Affiliate 

membership program. The Dean of Students plays a role in the operational planning and daily 

management of student life at the College. The Dean is also responsible for the team building of the 

part-time Resident Assistants—a key component of life at Women’s College alongside the general 

workplace health and safety requirements after hours and as needed. 

 

 

THE POSITION 

 

Student Care 

 provide sensitive but effective management of the College’s student care and well-being 

provision and programs—including first point discipline  

 be responsible for the oversight of appropriate training and professional development for the 

College Resident Assistants (RAs) to enhance the provision of College’s exemplary student 

care and well-being 

 employ mechanisms to support the early detection of student welfare issues 

 identify and respond to individual student concerns, and refer matters to other senior staff as 

required 

 provide input as needed to policy development and risk management processes relevant to 

areas of responsibility 

 enhance communication regarding student care, co-curricular, leadership and Affiliate 

programs throughout the College and with its wider educational and social context 

 refer Special Consideration queries for individual students to the Vice Principal (if academic 

support required) and those with intercollegiate sporting commitments 

 work with the RAs to ensure that all students are aware of the pastoral care, counselling and 

other support facilities that are available to them as required 

 lead the regular RA team meetings in a professional manner, combining welfare/discipline 

discussions with professional development opportunities 

 work with the Business Manager and Facilities Manager to ensure that RAs are instructed in 

the safe work practices and procedures required under WHS legislation—including evacuation 

and lock-down procedures; follow up the timely completion of incident reports as required 

 attend College WHS meetings and report issues as relevant 

 organise the out-of-hours RA duty roster, and be available to cover occasional shifts as part of 

role modelling leadership 

 act as the first contact outside office hours for RAs and Duty Receptionists in the event of 

problems or emergency situations 

 report on emergency situations to the Vice Principal and/or Principal as appropriate 

 actively monitor the security and safety of the campus and review CCTV footage as required 
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 maintain an active interest and involvement in the operations of the Students’ Club and assist 

designated student leaders to develop and exercise effective leadership, particularly with 

regard to events management  

 

Co-curriculum 

 assist the Students’ Club to plan and manage the College’s co-curriculum, including sport, 

cultural and service activities; this includes support for the Students’ Club activities and 

Women’s Welcome Weeks 

 promote co-curricular programs—in particular the Rosebowl, Palladian and USyd Intermural 

competitions—within the student body and the intercollege and university community 

 meet with student convenors to guide and assist them in leading their activities 

 represent the College as required at intercollege events 

 monitor, facilitate and record student participation in the co-curriculum and leadership 

programs  

 record accurate details to enable the generation of the annual Student Certificates of 

achievement and involvement in College life 

 provide mentorship for the Student Convenors of individual activities as required 

 co-ordinate student leadership programs with the input of the Vice Principal and Principal  

 assist the Vice Principal and Events Manager in assessing student event requests, and attend 

student events to monitor activity and student behaviour 

 take responsibility for scheduling all relevant Student activities, in consultation with 

colleagues, to ensure well-planned, sensitive and sensible calendar development 

 

Affiliate Membership Program 

 liaise with the Affiliate cohort (non-resident students) regularly so they feel part of the College 

with a unique identity and sense of belonging 

 assist with implementing specific programs and gatherings for the Affiliate Students 

 monitor their progress, well-being and engagement with College life 

 

General 

 liaise with housekeeping, reception and facilities staff regarding student issues, 

accommodation issues and any other matters deemed relevant to arrive at efficient and 

effective solutions 

 actively contribute to and assist in the delivery of student induction programs 

 actively assist and support Open/Info Days to ensure exceptional student involvement and a 

successful event 

 lead the College’s UniCan accreditation, maintaining our high level standing and always 

reaching the top level possible 

 act as one of the College’s Harassment & Discrimination and Grievance contact officers—

training will be provided 

 prepare the agenda and minutes for the fortnightly Student Welfare Meetings 

 ensure the Vice Principal is aware of any incidents and follow-up any relevant College’s 

Incident Reports 

 administer rolls for RAs to monitor attendance at weekly Formal Dinners, noting apologies 

and following up absences; informing the Principal of regular absentees; organise student 

seating at High and Little High Tables in collaboration with other senior staff 

 actively support and promote the College and attend staff meetings 

 provide support for the College’s duty of care on a 24 hour basis and on weekends/vacations 

as necessary, noting that this responsibility may be shared with other resident staff over pre-

arranged weekends 

 support the College’s philanthropic strategies 

 be on-call after hours and on public holidays as necessary to assist the Principal and Vice 

Principal to share responsibility for the College management  

 perform other duties as directed by the Principal in relation to the College and wider 

community 
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PROFESSIONAL LEADERSHIP 

 be an exemplary professional role model for staff and students 

 respond optimistically and strategically to the changing tertiary residential sector 

 lead innovation collaboratively and model a positive approach to change 

 attend a wide range of College activities regularly, including weekly Formal Dinners 

 initiate and access appropriate professional development for self-improvement 

 support and promote the College’s cultural change agenda as per the Broderick Review 

 

QUALIFICATIONS & EXPERIENCE 

 relevant tertiary degree/s 

 previous experience in an educational context 

 previous experience in the successful delivery of student-centric activities 

 outstanding professional presentation and manner 

 excellent written and interpersonal communication skills 

 excellent technological literacy across a range of applications specifically, GoogleDocs and 

Microsoft Excel 

 ability to use social media to communicate effectively, specifically Facebook 

 high-level administrative and organisational skills 

 ability to liaise professionally with staff, councillors, students, parents and external clients 

 demonstrated experience in dealing appropriately with highly confidential and sensitive 

information 

 display creative and effective problem-solving techniques 

 demonstrated innovative practice, lateral thinking, use of initiative, and the ability to 

anticipate the needs of the College 

 proven ability to work collaboratively and energetically within a dynamic context and part of a 

team 

 


