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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ACADEMIC ADVISOR

1.00    GENERAL STATEMENT

1.01
Position Scope

a.
The Academic Advisor provides academic advising, career planning, and transfer assistance to current and prospective students.
b.
The Academic Advisor will participate in the formation of general college policy through assignment on Standing Institutional Committees.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a.
Reporting Relationship: Director of Advising and Enrollment
b.
Function/Category of Position: Management /Supervisory

c.
Terms of Employment: 12 months

d
Salary Category:  III
2.02
Supervision

a.
Supervision Received: Director of Advising and Enrollment
b.
Supervision Exercised: The Academic Advisor may supervise work-study students
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2.03
Key Areas of Responsibility

a. Provide academic advising for new and current students in all locations and modalities (Burlingame, Iola, high school, online) utilizing the college catalog, programs of study, course schedules, and transfer equivalency sites from other colleges and universities
b. Assist students with enrollment and schedule changes during enrollment and add/drop periods.

c. Provide career exploration resources for students who are undecided on a program of study.

d. Serve as a resource for faculty advisors.

e. Assist with college efforts to retain students.

f. Facilitate the smooth transition of students from Allen to four-year colleges and universities.

g. Assist in the development of advising and student services materials, and the implementation of the advising/enrollment communication plan.
h. Refer students to appropriate support services.

i. Cross-train with admissions counselors and assist the Admissions and Marketing Office when necessary.
j. Provide leadership in one or more of the following areas as assigned:

1. International Student Services – Serve as the Primary Designated School Official (PDSO) in maintaining SEVIS records and related documents.  Assist international students in admissions, enrollment, and academic readiness.
2. Student Disability Services - Coordinate disability services for students who show need and request services.
3. Placement and Testing Services – Oversee student placement and testing.
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4. New Student Orientation – Assist the Director of Advising and Enrollment in developing and implementing new student orientation programs each semester.

5. Transfer and Career Services – Assist students in developing job search skills and disseminate career and transfer information to academic advisors.
k. Perform other duties as assigned by the Director of Advising and Enrollment.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

