Position Announcement

Yale University
Residential Operations Manager
Yale Conferences & Events 
Reporting to the Associate Director for Business Operations, the Residential Operations Manager (ROM) directs, manages and oversees summer residential operation, managing all logistical requirements, staffing and scheduling, as well as executing the successful delivery of program services and projects that expand the viability of YC&E.  As a member of the YC&E strategic planning team, the ROM contributes to short and long-term organizational planning and strategy development. Lead planning meetings and strategically coordinate facilities based on YC&E team needs and Yale constituent (i.e. masters, deans, operation managers, schedulers) requirements. Responsibilities include ensuring adherence to policies and procedures; creating and monitoring data trends; and producing occupancy projections related to strategic occupancy planning and profitability.  Oversee back of the house operations (i.e. inventory, assets, classroom scheduling, and dining).  Lead summer departmental communication workflow.  Independently judge, evaluate and adjust procedures to ensure the highest level of efficiencies. Develop strong working relationships with internal service providers, campus colleagues and external vendors, with special focus on facilities and custodial services. Oversee staff to ensure that clients and their participants are greeted courteously and efficiently providing assistance to them as needed, occasionally on a 24-hour basis. Follow and enforce all relevant federal, state, and university guidelines. Set direction with departmental databases and online registration activities including ongoing development and staff training. Recruit, train and supervise full time and seasonal employees.   

Yale Conferences & Events (YC&E) provides comprehensive program planning services in some of the nations most magnificent and historic event spaces.  YC&E serves over 15,000 program participants and manages approximately 100 non-accredited programs each year.  Although programs take place throughout the year, a majority of YC&E’s activities are focused on high school, college, and adult summer programs.  The Program Director will have the opportunity to build on this strong base of programming utilizing meeting and event spaces and residential facilities across the entire campus. http://conferencesandevents.yale.edu/
	Required Education and Experience
	Minimum requirement of Bachelor’s Degree in related field and two years of experience or an equivalent combination of education and related experience. Grade assigned based on evaluation of knowledge and skill, scope and complexity, and impact and accountability. Required Education and Experience subject to adjustment based on evaluated grade.


	Required Skill/Ability 1:
	Strong analytical and problem solving skills. Ability to prepare detailed and accurate data set reports and analyses. Ability to provide strategic forecasting and modeling. Strong written and exceptional oral communication skills.

	Required Skill/Ability 2:
	Strong work ethic and proven leadership skills in team-oriented environment including ability to encourage and motivate others to work as a team to adhere to deadlines. Ability to make flexible time commitment to summer operations (involving both weekends, late night hours or holidays if required).

	Required Skill/Ability 3:
	Highly proficient at taking initiative, prioritizing, and meeting deadlines. Superior organizational skills with ability to multi-task. Demonstrated record of executing projects of all sizes/scope and ability to identify and solve complex problems, working with multiple stakeholders.

	Required Skill/Ability 4:
	Superior interpersonal skills with ability to work with a range of individuals. Excels in a fast paced, results-oriented, customer service-focused setting. Must be dependable, have flawless attention to detail and execute highest standards of quality control.

	Required Skill/Ability 5:
	Solid working knowledge of computer-based systems. Very proficient with utilization of various technologies and software (e.g., StarRez, Excel, FileMaker, Adobe Illustrator, Power Point, Word).

	
	

	Weekend Hours Required?
	Yes

	Evening Hours Required?
	Yes

	
	

	
	

	
	

	
	


Interested candidates may apply online at www.Yale.edu/jobs (refer to requisition #28522BR). 
We invite you to discover the excitement, diversity, rewards, and excellence of a career at Yale University. Yale University offers exciting opportunities for meaningful accomplishment and true growth. Our benefits package is among the best anywhere, with a wide variety of insurance choices, liberal paid time off, excellent family and educational benefits, a variety of retirement benefits, recreational facilities, and much more.

Yale University is an Affirmative Action, Equal Opportunity Employer.
