This is a template. 
Individual college/department needs may differ and will be assessed on a case-by-case basis.

	Employee Type
	AP-Administrative Professional 

	University Title
	Academic Coordinator/Advisor 2

	Title Code 
	1485

	Function General Scope
	Positions assigned to this class are responsible for performing advanced level professional academic advisement or related activities for prospective and current students within a specified academic department, school, or college or equivalent unit of a college.  Advisor 2 is expected to possess extensive knowledge about academic programs, policies, procedures, and student support services.  Positions may lead, train, and mentor junior advisors. 
The majority of the responsibilities will include duties such as, but are not limited to performing advanced-level advising for students, with limited supervision, in the areas of academic planning, interpretation of department, school, college and university requirements, degree requirements, career exploration and other matters, and provide assistance in developing unit policies procedures and methodologies.
Position may collaborate and assist with university policies and procedures; develop and/or oversee the development of and participate in student workshops, professional development/training/mentoring, and student recruitment activities. May coordinate processes including certification, transfer credit evaluation, student success programs, etc. May lead, supervise, or provide guidance to paraprofessional, technical, and support staff.
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 Advisor 2 provides advanced-level professional advising to students in [college/department/unit]. Provides guidance, advice, and support to faculty and staff in all matters regarding undergraduate student advising and program advising records. Serve as primary contact for advising inquiries, student graduation, undergraduate advising policy and procedures, and administration of the undergraduate advising system for the program. May mentor/train junior advisors.  May participate in student recruitment activities. 


	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
	 20% 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.
Compile statistical data for surveys and reports as needed and assist with program assessment activities as requested.

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

	Duties Performed
	Actively participate in team, college, university meetings, trainings, and forums.
Advise a student club or organization and attend related meetings; meet with club/org. officers as needed.
Develop and present student workshops.
Remain current on advising trends/best practices and Department/College/University Requirements.

	Job Function, % Time, Essential
	 5%, Other duties as assigned, Non-Essential 

	Duties Performed
	May lead staff who initiate, maintain, update and evaluate student files, applications, and transcripts.
May serve as an instructor for the department's introduction to the major course. (with reduced advising load)
Perform other duties as assigned.



Supervisory/Lead Responsibilities 
	Does this position lead the work of others?
	TBD

	Does this position supervise the work of others?
	TBD



Position Qualifications 
	Required Qualifications
	Bachelor's degree and three (3) years of full-time academic advising experience in a college or university 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 advising experience may be substituted for the educational requirement on a year‐for‐year basis.
Knowledge of advising and counseling techniques, with the ability to build trust and provide safe, supportive opportunities for students, from varied backgrounds, including, but not limited to, underrepresented, first generation, and/or high needs, to identify and pursue paths to graduation that support their educational goals and post-graduation plans.
Demonstrated ability to effectively and respectfully interact with students, faculty, and staff of diverse social, cultural, economic, and educational backgrounds, and an understanding of the institutional barriers and equity gaps faced by historically under-served student populations in higher education.

	Additional Requirements
	Positions who may lead or supervisor will require one or more years of full-time experience leading or directing the work of others.

	Preferred Qualifications
	TBD



