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Classification Title: Academic Advisor IV P12

FLSA Exemption Status: Exempt 

Pay Grade: 12

Minimum Pay: $59,895.00

Job Description Summary:
The Academic Advisor IV P12 independently drives unit engagement by supporting, coaching and mentoring other Academic Advisors as well as building positive working relationships within the larger advising community across the campus. This position will continue empowering students to achieve their academic and career goals and will play a vital role in maximizing undergraduate student retention by building relationships with students and clarifying procedures and academic requirements for specific programs or majors. Leads the analysis of the effectiveness of functional policies and programs.    
Essential Duties and Tasks:

45% Advises Students
· Collaborates with students to understand and develop realistic and attainable educational and academic goals and provides input on related majors, minors, future education and career options that best align with goals.
· Educates students about and prepares and assists them with full array of academic processes (e.g., registration, add/drop, Q drops, withdrawals, change of curriculum submissions, etc.) by sharing university and college policies, program requirements, transfer credit decisions, etc. 
· Reviews student’s academic record and counsel students regarding core and degree course selection and implication of selected courses and/or exception requests. 
· Provides input on probationary decisions.
· Creates and maintains updated relevant records and notes (e.g., student contact, advisor notes).

20% Delivers Student Success and Retention Strategies
· Provides reports and data analysis of advising initiatives and special populations.
· Consistently engages student population utilizing various outreach methods (e.g., in-person and online) to cultivate a professional relationship to keep students informed of critical and relevant personal, academic and professional deadlines, updates, information and events.
· Proactively shares with students available academic, professional, and health and wellness resources (e.g., Academic Success Center, Career Center, Student Organizations, Counseling & Psychological Services, Disability Resources, etc.) May refer students with identified needs as appropriate.
· Actively monitors students’ progress through the program by reviewing and assessing academic records to determine status of progression, completion of degree requirements as well as identifying and referring those students in which additional intervention and guidance may be recommended to reaching academic goals. 
· Oversees the planning and/or delivery of various department related advising, student success, retention events and academic campaigns (e.g., New Student Conference, 1st semester advising, inquiries from prospective students).
· Assesses individual students' stage of academic development and promotes their growth by determining suitable developmental tasks.

25% Advising or Programmatic Leadership
· Coaches and mentors all academic advisors within the program area.
· Collaborates with members of the campus community in student retention initiatives.
· Conducts research on topics within the field of academic advising and organizes activities for professional development.
· Develops and delivers training for faculty and staff on advising tools and strategies, campus resources and relevant updates.
· May supervise student employees to assist with administrative advising duties and programming.
· Discussing and referring students to appropriate campus resources for mental health issues.

10% Training and Development
· Up to 10% training and development per year to complete in-class and on-the-job training programs, which may include shadowing, departmental/college/school trainings, university training, university, state, and national advisor meetings, regular staff and supervisory meetings, and other activities approved by the supervisor. 
· Note: Time reserved for training and development may be adjusted based on employee performance and supervisor discretion.

Qualifications

Required Education: 
· Bachelor’s degree. 

Required Experience:
· Six years of advising experience.

Required Licenses and Certifications:
· None

Required Knowledge, Skills, and Abilities:
Knowledge of: 
· NACADA’s Core Values of Academic Advising:
· Theories relevant to academic advising
· Academic Advising models, approaches, and strategies
· Professional standards and ethical guidelines for academic advising
· Legal guidelines of advising practice, including privacy regulations and confidentiality
· Expected student learning outcomes of academic advising
· Expected student success outcomes of academic advising
· The characteristics, needs, and experiences of major and emerging student populations
· How equitable and inclusive environments are created and maintained in advising interactions for major and emerging student populations
· Resources and effective, appropriate responses to address mental health issues that may affect the well-being of students
· Curriculum, degree programs, and other academic requirements and options, to include changes and revisions over time
· Critical partners for academic advisors and their role in the advising process
· Campus and community resources that support student success
· Information technology applicable to relevant advising roles
· Methods and techniques for managing and/or supervising others
· Project management principles and processes
· Professional standards and ethical guidelines for coaching, coaching models, and methods and techniques to evaluate the effectiveness of coaching
· Training methods and techniques for planning, designing, developing and delivering instructional content that is engaging, effective, relevant, and applicable to achieve desired learning outcomes

Proficiency level of proficient in the following skills, using the novice to expert model (i.e., novice, advanced beginner, competent, proficient, expert):
· Articulating a personal philosophy of academic advising in alignment with NACADA models, strategies, and approaches
· Creating rapport and building academic advising relationships, to include collaborating with critical partners
· Discussing and referring students to appropriate campus resources for mental health issues
· Promoting student understanding of the purpose and underlying rationale of the curriculum to set expectations for student learning
· Identifying high-risk indicators, as reported by faculty, to ensure student success
· Evaluating the impact of academic advising on student learning outcomes through data analysis
· Using appropriate academic advising technologies to support students, including providing reports for advising initiatives and special populations
· Engaging in ongoing assessment and development of self and the advising practice
· Planning and/or delivering various department related advising, student success, retention events and academic campaigns

Proficiency level of expert in the following skills, using the novice to expert model (i.e., novice, advanced beginner, competent, proficient, expert):
· Coaching and mentoring all academic advisors within the program area
· Conducting research and developing and delivering training, to include:
· Topics within the field of academic advising, including organizing activities for professional development
· Advising tools and strategies, campus resources, and relevant updates for faculty and staff"
· Creating rapport and building academic advising relationships, to include:       
· Guiding, coaching, and/or mentoring students
· Communicating in a respectful, and confidential manner using various communication approaches and modalities
· Planning and conducting advising interactions to achieve student learning and student success outcomes, operating within your scope of authority, and connecting students to resources
· Demonstrating high ethical standards in advising
· Facilitating problem-solving, decision-making, and meaning-making for students through the advising process
· Facilitating planning and goal setting, both short-term and long-term, to achieve individual learning targets and enable future readiness for students through the advising process

Additional Information

Machines and Equipment:
· Computer 
· Telephone 

Physical Requirements:
· None

Other Requirements and Factors:
· [bookmark: _Hlk181957908]This position is security sensitive.
· This position requires compliance with state and federal laws/codes and Texas A&M University System/TAMU policies, regulations, rules and procedures.
· All tasks and job responsibilities must be performed safely without injury to self or others in compliance with System and University safety requirements.
· Works to cover shifts, or take emergency call, on evenings, weekends, and holidays as required.

Is this role ORP Eligible? If so, it needs to meet the criteria on the Rules and Regulations of the Texas Higher Education Coordinating Board. 
☐ Yes
☒ No

Does this classification have the ability to work from an alternative work location?
☒ Yes
☐ No
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