
JOB DESCRIPTION

POSITION TITLE:
Academic Advisor I 

REPORTS TO:

TRIO/Student Support Services (SSS)

PRIMARY FUNCTION: 
The Student Support Services (SSS) Academic Advisor is a grant-funded position responsible for student service delivery and providing academic support to SSS students during the academic year, coordinating the Board of Leaders program and advisory board, coordinating new student recruitment and assisting with information systems/program publicity.  The Academic Advisor will serve as the live-in supervisor of the five-week summer residential summer component.  

AREAS OF RESPONSIBILITY:


Duties and Responsibilities:

1)           Provide Academic Support Services to SSS Students/Student Service Delivery 

· Maintain a caseload of students and monitor their academic success 

· Advise students on academic, personal and career issues, and graduate school planning through workshops and individual counseling/advising

· assess students’ interests, needs and goals and develop meaningful and appropriate academic interventions and services to meet the needs of program participants

· Facilitate completion of applications for graduate school or professional school, summer research and internships, financial aid, scholarships, etc.

2)
Coordinate Board of Leaders Program and Advisory Board
· Responsible for all administrative/supervisory duties related to the Board of Leaders Program and Advisory Board, including fall leadership retreats.

3)  
Supervise Residence Hall Program:  
· Live in the residence hall during the five-week Summer Bridge Program and serve as the Residence Hall Coordinator
· Coordinate and supervise recreational and academic activities.

3)
Record Keeping/Administrative Tasks

· Document and record students’ need for service, their academic need, and verification of their income, first generation status, and/or disability

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

· Assist with data management, surveys, and program evaluation
· Assure that all guidelines regarding Student Support Services student eligibility are met
· Coordinate new student recruitment
4)
Information Systems/Program Publicity:  
· Assist with the maintenance of TRIO/Student Support Services web site, design program communication materials:  brochures, business cards, and Power Point presentations.

5)
Internal/External Public Relations

· Provide information and referrals to program participants regarding community resources.
Maintain professional relationships with St. Olaf community; TRIO professionals; TRIO alumni; financial aid officers; membership in TRIO professional organization (MNTRIO & MAEOPP)

6)
Program Management
· Responsible to participate in activities towards successful accomplishment of program objectives
SUPERVISORY RESPONSIBILITIES: 
The position assists the director to hire and discipline student assistants during the academic year and summer student assistant(s).
CONTACTS:
St. Olaf Community; TRIO Professionals; student families.
EDUCATION: Essential:
Bachelor’s Degree in education, counseling, or related area

EXPERIENCE:  Essential:   
Experience working with TRIO-eligible students, multicultural populations, or under-prepared students

REQUIREMENTS:

Must successfully pass a criminal background check.

KNOWLEDGE, SKILLS, ABILITIES:

· 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

PHYSICAL DEMANDS:
na

WORKING ENVIRONMENT:
na
WORK SCHEDULE:
Full-time Equivalent (FTE):  (0.92 – 11 months)


Term:
Mid-July through mid-June



Shift: 
Weekdays, Campus office hours 8:00 A.M. to 5:00 P.M. occasional weekend and evening hours as schedule demands.

APPROVAL:                                                
Kathy Glampe
DATE:




October, 2009
