Academic Advisor I – II

Academic Advisor I


       
  Academic Advisor II 

	Performance: 

· Under limited supervision of the department chair/director, positions at this level are involved in advising students and coordinating the advising function for an academic department 
	Performance: 

· Under the general supervision of the department chair/director, this position serves as the primary lead advising specialist to faculty and students in regard to department and university policies and procedures from matriculation to graduation.

· The ultimate intention of this position is to provide expert/comprehensive advise to students and serve as the main source of reference/training for faculty (or other) advisors, with limited support from the chair/director or other staff on campus.



	Distinguishing Characteristics/Responsibilities:

a. Evaluates transcripts for progress toward completion of university, general education and major requirements.

b. Advises students about their transcripts (meaning and implication of grades “NF, WF, WP, P, NP, codes for general education and vocational technical credit, etc) and about procedures for repeating courses, getting approval on course substitutions, etc.).

c. Assists students in crisis with petitions for withdrawals.

d. Advise students about petitions for vocational technical credits.

e. Advise students about general education petitions, if necessary, and about asking for further reviews of transfer work from transfer evaluators.

f. Conducts transcript evaluations for students changing majors.

g. Completes initial review of transfer work.

h. Assists with orientations.

i. Researches and writes advising materials, i.e., curriculum checklists.

j. Reviews graduation applications.  Maintains student files.

k. May write letters of recommendation for jobs and graduate school.

l. May facilitate curriculum and course description submission.

m. Meets /corresponds with prospective students and parents – graduate and undergraduate.

n. May assign students to faculty advisors.

o. May serve on departmental curriculum committee.


	Distinguishing Characteristics/Responsibilities:

Provides all basic advising functions of Academic Counselor I and:

a. Trains faculty in regard to advising policy and procedures and serves as their primary resource for difficult advising cases and any advising questions.

b. Researches/writes/disseminates advising and recruitment materials.

c. Researches MT community college catalogs and creates transferability guides for meeting major requirements and serves as primary liaison for the department.

d. Researches other college/university catalogs to identify and authorize completion of coursework at those schools in advance of transferring to UM.

e. Authorizes transfer work toward completion of major and makes preliminary determination of general education courses completed.

f. Grants course substitutions and waivers according to department policy.

g. Composes & prepares difficult petitions involving UM policy deviation and determines most appropriate solutions and/or substitutions to promote a successful petition.

h. Designs and implements an academic warning system for majors in the department with academic difficulties prior to suspension (student retention).

i. Counsels and devises academic plans for suspended students and schedule required meetings throughout readmitted semester.

j. Completes and/or approves graduation applications.

k. Monitors and continually strives to improve departments advising system, identifying limitations and setting goals.



	Knowledge/Skills/Abilities:

· Must have knowledge of or the potential to learn UM academic advising procedures.

· Must be proficient in reading and deciphering academic transcripts.

· Must be able to evaluate transfer credits for the major and general education.

· Must have excellent communication and organizational skills.


	Knowledge/Skills/Abilities:

· Comprehensive/extensive advising knowledge.

· Advanced knowledge and skill to interpret and approve transfer work for completion of major requirements.

· Advanced skill/knowledge/ability to train faculty in regard to the ever changing general education requirements and UM policies and procedures.

· Demonstrates sound and effective advising techniques, provides knowledge for successful advising, and explains the repercussions of poor advising.

· Knowledge to approve graduation applications, grant course substitutions and waivers according to department policy.

· Skill to analyze an advising system for satisfaction and effectiveness and must have the ability to implement change if necessary.




