
Academic Advisor Job Description

TRiO: Educational Talent Search Academic Advisor 

and Upward Bound Summer Program Coordinator

Academic Advisor I’s are primarily responsible for student service delivery and planning and supervising field trips, parent workshops, mentoring and other activities with general guidance and supervision.  Documentation of services and maintaining public relations are requirements of this position. This position will also serve as Upward Bound Summer Bridge Program Coordinator. 

Duties and Responsibilities:

1)  Service Delivery

· Recruit, identify and select required number of verified program participants in each target school

· Assess students’ interests, needs, and goals and develop meaningful curriculum and services to meet the needs of program participants

· Provide students with information about educational opportunities, financial aid, career exploration, motivation, and self-awareness through workshops, individual counseling, and classroom presentations

· Facilitate completion of applications for post-secondary education, summer academic enrichment camps, financial aid, scholarships, etc.

· Plan, organize and co-supervise student field trips, college visits, and cultural activities

· With guidance and supervision implement mentoring (with college students and/or alumni), tutoring, re-entry, parent outreach, and/or after school programming

· Provide parent workshops in a variety of areas such as financial aid, planning for college, study skills, summer enrichment, etc.

2)  Program Management 

· Participate in staff meetings, team development sessions, school faculty meetings and relevant committees

· Assist with the creation of programmatic procedures and policies

· Maintain progress towards successful accomplishment of program objectives

3)  Record Keeping/Administrative Tasks

· Document and record students’ need for service, their potential for post-secondary education, and verification of their income and first generation status

· Maintain timely and accurate records including contact logs, case notes, and files

· Assist with data management, surveys, and program evaluation

4)  Supervision 

· Supervise student workers and tutors

5)  Internal/External Public Relations

· Provide information and referrals to program participants regarding community resources

· Maintain liaison with high school staff, principals, and counselors in the target schools, professionals in the communities, parents, mentors and St. Olaf personnel

· Establish and maintain relationships with post-secondary admissions personnel, TRiO professionals, TRiO alumni and financial aid officers

· Maintain membership in TRiO professional organization (MnAEOPP/MAEOPP)

6) Summer Bridge Program Coordinator

· Coordinate all aspects of the Bridge Program

· Complete follow-up to summer program

Required Qualifications:

· Bachelor’s Degree in education, counseling, or related area

· Experience working with TRiO-eligible students, multicultural populations, or under-prepared students

· Ability to establish rapport with students from diverse backgrounds

· Ability to establish rapport with school, college, and community professionals

· Effective oral and written communication skills

· Familiarity with technology, internet, software, etc.

· Commitment to record-keeping, documentation and data management

Additional Preferred Qualification:

· Personal background similar to that of students to be served

· Must clear a background check
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