
JOB OPPORTUNITY 
 

Notre Dame College, a Catholic institution in the tradition of the Sisters of Notre Dame, educates a 
diverse population in the liberal arts for personal, professional, and global responsibility. 

 
TITLE: COVID-19 Response Manager 
DEPARTMENT: Faculty 
STATUS: Full‐time, Seasonal 
CLASSIFICATION: Administration  
DEADLINE TO APPLY: Until Filled 
START DATE: January 1, 2021 
 
Notre Dame College seeks applications for the COVID-19 Response Manager to, serve as a 
point of contact for the coordination and provision of support for students/employees who have 
been exposed to, diagnosed with, quarantined/isolated because of, or have questions regarding 
COVID-19. This individual will also be responsible for coordinating and sending vitally 
important information to all parties including, students, faculty instructors, residence life staff, 
security and mental health personnel, and others.  
This is a full-time seasonal position. This position is available January 1, 2021. 

Primary Responsibilities: 
• Serve as a case manager and primary contact for all employees and students. 

• Acts as an intermediary between the COVID-19 Response Team and the Cleveland 
Clinic on-site clinic to support student/employee symptom reporting, and ensures 
students/ employees gain access to testing and treatment and assists with contact tracing. 

• Maintains a database of the status of students/employees as related to COVID-19.  

• Collaborates and communicates successfully with appropriate internal departments 
including faculty, residence life staff, the Counseling Center, Cleveland Clinic on-site 
clinic, Police Department, Maintenance Department, Human Resources Department, and 
other relevant departments to ensure each student/employee COVID-19 case is properly 
identified and managed.  

• Complies and submits regular reports on the status of all student/employee COVID-19 
Pandemic virus conditions and inquiries. 

• Contacts students with the COVID-19 who are in self-isolation or in quarantine, and 
helps monitor them for worsening or developing symptoms; refers students to nearest 
medical facility outside of the Cleveland Clinic on-site clinic hours. Supports rapid 
referral of students who require hospitalization by calling 911; confirms student 
handover to medical facility via relevant documentation; and updates the COVID-19 
Response Team of the student’s status. 



• Makes the appropriate requisite preparation to meet the basic needs of students during on-
campus isolation and quarantine status. Ensures that any non-medical needs are met such as, 
organizing food/beverage deliveries, personal mail deliveries, coordination of personal hygiene 
and laundry needs for students in on-campus isolation or quarantine status. 

 
Knowledge, Skills, and Abilities Required: 

● Bachelor degree in a clinically related field such as RN, or MT preferred. 
● Minimum 2 years of related work experience in a business administrative, clinical, or academic 

environment. 
● Must be skilled and proficient in Microsoft office application including similar data management 

software including (i.e. Microsoft Excel); ability to understand, manipulate, and write basic 
reports as required. 

● Flexibility with work hours for both weekdays/weekends  
● Preferred clinical experience including engagement with patients/clients 
● Ability to work on-site and virtual 
● Exceptional organization skills and meticulous attention to detail  
● Ability to work independently and collaboratively in a virtual team environment  
● Excellent communication skills both oral and written to convey information effectively  
● Analytical skills to solve workflow and communication problems 
● Ability to manage multiple tasks 
● Customer-oriented attitude 

 
● The finalist will be required to successfully pass a background check. 

 

Nestled on 48 scenic, wooded acres in a suburb just 25 minutes from Cleveland, Notre Dame 
College offers a blend of quiet campus life and big city adventure. Home to some of the country’s 
best restaurants, medical facilities, museums, sports teams, and amusement parks, Cleveland is 
an affordable city with major appeal.  

HOW TO APPLY: Please send a resume or curriculum vitae, cover letter and three professional 
references to:  careers@ndc.edu. 

Candidates will be interviewed by appointment through Zoom, Microsoft 365 Teams, or at the 
South Euclid, Ohio campus. Only candidates who meet all of the specified criteria will be invited 
to interview. 
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