
University of Miami School of Law
Job Description

Position Title: Dean of Students

I -Office of Dean of Students- Overview of Services and Duties:

The Office of the Dean of Students provides services to approximately 1150JD's
and 130 LLM students in multiple areas, with emphasis on the following:

A) Academic Matters, which include: i) counseling students on course selections,
credit hour requirements, academic probation and/or termination, honor code
violations and other disciplinary matters, disability issues, achievement programs,
graduation (including bar exam registration requirements and certifications), and
matters related to transfer or visiting students; ii) assisting in administrative matters
such as implementation of examination procedures (in cooperation with the Law
Registrar), periodic updates and publication of the Student Handbook, and
supervision of faculty and course student evaluations;

B) Student Life Affairs, such as student events and programs, first-year
orientation, student organizations (including serving as liaison to faculty advisors),
student web pages, award and monitoring of student service scholarships, and
ceremonial matters; and

C) Counseling Matters, such as adjustment to new location, hurricane stress,
academic strife, life issues (such as loss of a family member or divorce), substance
abuse, eating disorders, domestic violence, rape counseling, and sexual harassment
intervention, subject to outside referrals, as appropriate, pursuant to established
procedures.

II - Position Summary:

Responsible for ensuring the efficient and effective performance of the duties
entrusted to the Office of the Dean of Students ("Office"). The Dean of Students
works with and supervises a staff which currently consists of an Associate Dean of
Students, an Assistant Dean of Students, two (2 ) administrators who assist the
Assistant Dean of Students, two (2) full time support staff, and several work study
students. The Dean of Students reports to the Academic Associate Dean.

III - Duties and Responsibilities:

A) Essential Functions
1) Manage the Office, including work distribution and flow within the

Office and coordinate with other administrative offices;
2) Provide academic and personal counseling to students;
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