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Academic Advisor II


     
 
Academic Advisor III 

	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.


	Performance: 

· This position is the manager/coordinator of an advising program for a division or school.

· The person in this position possesses the level of academic responsibility to establish and direct a comprehensive advising program for multiple degree options.

· Positions at this level supervise others in the advising function and/or manage a peer-advising program

	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.


	Distinguishing Characteristics/Responsibilities:

Assumes responsibility for all basic advising functions of Academic Counselor II either directly or by supervising others in the performance of these functions and: 

a. Manages an advising office, which serves multiple academic programs.

b. Hires, trains, and supervises others in the advising function.

c. Has primary responsibility within the organization for maintaining up-to-date advising information and communicating to faculty and student/staff advisors, policies of the university and the department(s) through workshops, individual training sessions and/or advising handbooks.

d. Advises under-represented student populations who are academically under-prepared, culturally sensitive communication skills are required.

e. Advises international students, places students in accordance with TOEFL assessments and is able to explain how and why foreign school credits transfer in certain ways.

f. May advise international students about transfer credit before formal application and admission.



	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.
	Knowledge/Skills/Abilities:

· Masters degree or equivalent education and experience.

· Ability to hire, train and supervise others.

· Ability to solve problems.

· Ability to plan and implement programs.

· Extensive knowledge of higher education and academic planning.

· Knowledge of and ability to be sensitive to cultural and socio-economic differences.




