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	Employee Type
	AP-Administrative Professional 

	University Title
	Academic Coordinator/Advisor 1

	Title Code 
	1484

	Function General Scope
	Positions assigned to this class are primarily responsible for performing duties involved in academic advisement, academic counseling, or closely related activities for prospective and current students within a specified academic department, school, or college or equivalent unit of a college.
The majority of the responsibilities will include duties such as, but are not limited to academic counseling or advising students, analyzing applications for certification; assessing academic level; responding to academic inquiries; academic advising including developing individual academic plans; educating students in the areas of academic planning, interpretation of department, school, college and university requirements, degree requirements, career exploration, and other related matters; counseling non-students about possible admission to university programs; providing academic planning advice for prospective transfer students.
Positions may participate in coordinating student advising workshops, arranging for campus visits, recruitment activities, and assist in developing unit procedures/ methodologies.
University standard caseload of up to 250 students. Total advisee caseload may fluctuate based on unit/area needs and structure in consultation with the Provosts Office.




Job Duties and Responsibilities
	Summary of Duties
	The Academic Coordinator/Advisor 1 (ACA1) provides quality advising to undergraduate students from all majors within [college/department/unit]. Working collaboratively in the college advising team, ACA1 supports and educates students through group and individual advising. The ACA1 provide advising and education to help students navigate the higher education environment, set academic goals for certification and degree completion, plan for co-curricular experiences that supports their career goals (i.e. study abroad, internships, leadership), and learn academic success strategies and skill development.
Duties include but are not limited to: advising undergraduate students year-round; motivating students to set and achieve educational and career goals; conducting workshops and presentations; providing programming that promotes academic success skill development; monitoring students’ academic progress; develop and coordinating student success programs.

	Job Function, % Time, Essential
	 65% Academic/Student Success Advising

	Duties Performed
	Provide academic advising to current, prospective, and incoming students.
Meet a minimum of one time per semester with each student advisee, and be available to meet more often as needed/requested.
Guide students in defining and developing realistic goals. Discuss and monitor student progress toward achieving goals.
Educate students on how to use University tools relevant to academic decision making.
Inform students regularly about opportunities for internships, study abroad, undergraduate research, employment, scholarships, etc.
Teach students how to navigate their degree path and the University.
Understand and effectively communicate the curriculum, graduation requirements, and the college/University's policies and procedures.
Assist students with course selection and registration.
Support students by providing information on available resources and services at the University and within their communities.
Educate students about the purpose of higher education and its effects on their lives and personal goals.
Facilitate the caring and timely transition of students between departments or campuses throughout the life cycle of the student.

	Job Function, % Time, Essential
	15% Administrative Functions

	Duties Performed
	Manage the accuracy of the academic records of advisees/students including academic program/plans, student groups, degree requirements, and advisor notes
Routinely monitor student's academic performance and progress; develop and deploy intervention strategies and communications to assist students in their academic development, and make appropriate recommendations/referrals to academic assistance programs as needed.
Communicate with students regarding scheduling appointments, important dates and deadlines, academic policies and procedures, and dept./college opportunities.
Work with appropriate University personnel to resolve student's academic problems and deficiencies. Monitor Early Warning signs and provide timely response.
Routinely review academic records to ensure accuracy of student’s Advisement Report.
Review and process Special Enrollment Requests and Change of Campus requests. Collaborate and communicate with assigned and new advisors and campus Registrars.
Manage and process enrollment requests for Study Abroad and Exchange Students. Work closely with International Programs.
Participate in the reinstatement program; support and advise students through meetings, workshops, and coaching.
Assist students with petitions.

	Job Function, % Time, Essential
	 10% Support Department/College/Univ. Success

	Duties Performed
	Actively participate in team, college, university meetings, trainings, and forums.
Remain current on advising trends/best practices and Department/College/University Requirements

	Job Function, % Time, Essential
	 10%, Other, Non-Essential 

	Duties Performed
	Perform other duties as assigned. 
May participate in student recruiting activities.



Supervisory/Lead Responsibilities 
	Does this position lead the work of others?
	No

	Does this position supervise the work of others?
	No



Position Qualifications 
	Required Qualifications
	Bachelor’s degree and two (2) years’ experience working with students in an educational setting or related experience. A Master’s degree in a related field may substitute for one (1) year of professional work experience. Any combination of relevant education and professional academic experience may be substituted for the educational requirement on a year for year basis.

	Additional Requirements
	TBD

	Preferred Qualifications
	TBD





