
JOB DESCRIPTION

POSITION TITLE

Academic Advisor


REPORTS TO:

Director of Upward Bound

PRIMARY FUNCTION: 
The Academic Advisor provides support services to Upward Bound (UB) students during the academic year, maintains stipend records, provides information systems support, and coordinates all program publicity.

AREAS OF RESPONSIBILITY:


· Provide Academic Support Services to Upward Bound Students
· Advise Upward Bound students on high school academic issues, post-secondary preparation and selection

· Maintain a caseload of students and monitor their academic success through teacher and student contacts

· Supervise experiential/educational activities for UB students (Saturday seminars, evenings, etc.)

· Administer student assignments which support academic development

· Assist students with career exploration and academic decisions related to careers

· Supervise St. Olaf College student tutors and office assistants during the academic year

· Information Systems/Program Publicity  

· Assist with maintenance of TRIO/Upward Bound web site
· Assist with editing and publishing monthly Upward bound newsletter
· Write press releases for local papers
· Recruit Program Participants at Target Schools

· Assure that all guidelines regarding Upward Bound student eligibility are met
· Meet recruiting goals at each Target School 
· Keep detailed recruiting records at teach Target School
· Maintain recruiting files and keep track of their completeness
· Student Leadership Council (SLC)

· Maintain a student leadership council for elected representative students
· Meet with SLC on a regular basis, including during the summer
· Summer Program Responsibilities

· Assist with the planning of summer academic programming
· Supervise summer program staff/provide feedback to staff
· Provide leadership in staff training
· Other Responsibilities

· Assist in planning academic component of six-week summer program
· Assure that all guidelines regarding Upward Bound student eligibility are met
· Develop and maintain good relationships with key Target School personnel and Target Area individuals
· Develop and maintain good relationships with admissions personnel at St. Olaf an other colleges
SUPERVISORY RESPONSIBILITIES: 
Summer program staff; student tutors and office 

assistants 

CONTACTS:




St.. Olaf faculty, staff, and students and the greater 

St. Olaf community. Upward Bound and TRiO 

program personnel and individuals.

EDUCATION: 
Essential:
Bachelor’s degree in education, counseling, or related area.



Desirable:
Valid Minnesota Teacher’s License

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


Desirable:
na

PREREQUISITE:



Must possess a valid Minnesota driver’s license and

possess own transportation; must pass criminal background check. 

KNOWLEDGE, SKILLS, ABILITIES:

· Excellent record keeping, technological, oral, and writing skills.

· Ability to establish rapport with high school students from diverse ethnic/racial backgrounds

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

· Knowledge of high school curriculum, financial aid, and college application process

· Preference given to individuals from low-income, first-generation backgrounds 

PHYSICAL DEMANDS:


Ability to travel to different locations as required.

WORKING ENVIRONMENT:
Different sites each day. 
WORK SCHEDULE:
FTE:

1.0 FTE


Term:

Year-round position 

Shift: 
Campus office hours 8:00 A.M. to 5:00 P.M. Flexible scheduling of hours; evening and weekend hours as programs require.

APPROVAL:                                                
Marisela Tototzintle

DATE:





August 2008

