
JOB DESCRIPTION

POSITION TITLE
Coordinator, Academic Advising Center



REPORTS TO:



Faculty Liaison, Academic Advising Center and







Registrar and Assistant V.P. for Academic Affairs

PRIMARY FUNCTION: 
Full-time coordinator to work in the Academic Advising Center.

AREAS OF RESPONSIBILITY:

1. Advise students on general academic issues (schedule planning, changing advisors, declaring a major, GE requirements).  Answer phone and email inquiries, responding to questions, inquiries, and problems.

2. Support faculty in their role as academic advisors through information, training sessions, and materials.  

3. Select, train, and supervise academic peer advisors.

4. Assign academic advisors to students.  

5. Coordinate online placement exam information for first-year students.  Coordinate pre-registration of General Education 111 and Religion 121 for first-year students.  Collaborate with the music department to coordinate music registrations for first-year students.  Work with the Registrar and Department Chairs and Academic Administrative Assistants during the pre-registration process preceding regular fall and spring registration periods.  Coordinate with the Director of SSS for preparing permission slips and registering new first-year SSS students during a special registration time period each fall semester.  Assign advisors, prepare registration materials for students returning after an absence (RAA) (after Assistant to the Registrar’s Office has updated Central with enrollment codes for enrollment purposes) each semester.  Track new and transfer students who pay late: assign advisors, make vault file folders, prepare registration materials etc. (after Assistant to the Registrar’s Office has updated Central for reporting purposes) 
6. Develop and maintain all computer programs essential to advising records.  Revise and maintain academic advising records, materials, and web page.  Maintain budget records.  

7. Other tasks as assigned by the Faculty Liaison, Academic Advising Center/Registrar.

SUPERVISORY RESPONSIBILITIES: 
Supervises 5-6 academic peer advisors.

CONTACTS:
Coordinator has regular contact with Deans and Department Chairs, Faculty and Staff Members, Students, and Parents.

EDUCATION: 
Essential:
Bachelor’s Degree 


Desirable:
--

EXPERIENCE:
Essential:
Five years of academic support position in Education


Desirable:
 --

KNOWLEDGE, SKILLS, ABILITIES:

Computer applications: AS400, Microsoft Word, Excel, and Access.  Supervisory skills, organizational skills, time management skills, inter-personal skills with students, faculty, and staff.  Confidentiality.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:

 Normal office environment

WORK SCHEDULE:
FTE: 1.00


Term: Full Year



Shift: Campus business hours


Occasional evenings required

APPROVAL:                                                 Cheryl LaCroix

DATE:




May 10, 2011
