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ACADEMIC ADVISOR/RECRUITER
DEFINITION:
Under the direction of the Chief Student Services Officer provides both advising and recruiting services to new and continuing students. 

Advising responsibilities:
Advises new and continuing students on course selection and degree requirements of various programs and majors; assigned to certain programs and majors to provide specialized advising, work directly with faculty on curriculum issues and course sequencing, and assist students with developing transfer and job opportunities; provides advising services to students eligible for EOPS and Care/CalWorks; develops  Student Education Plans (SEP)  for every student; monitors the progress of students through progress reports and follow up activities; assists students to identify appropriate career paths, evaluate their academic abilities, and set goals related to academic, career, and transfer goals. 
Recruiting responsibilities:
Coordinates and conducts local, regional, and out of state student recruitment activities; organizes and coordinates recruitment events; oversees the functionality of the college website and MIS system related to recruitment; provides follow up to every inquiry and applicant through registration.  
CLASSIFICATION:
· FLSA Non Exempt
· Classified – CSEA 

· Date Modified: April 2015
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Advise general population, students about academic requirements and selection of courses 

· Review and interpret placement and other standardized test scores, unofficial transcripts, and courses prerequisites 

· Assist students with the degree audit process 

· Assist students in understanding graduation requirements 

· Assist students with career exploration and planning 

· Assist student with all registration activities, and recommend solutions to academic difficulties. 
· Coordinates admissions and advising for 4 year degree program.
· Maintain systematic and frequent contact with advisees and SSSP Director 

· Maintain accurate electronic records of interactions with students 

· Work collaboratively with other advisors, departments, and all faculty to assist students in reaching their educational goals.  

· Refer students to student support departments such as financial aid, DSP&S, and outside agencies.  

· Stay abreast of changing institutional information such as required prerequisites, new programs, course changes, deadlines, important dates, college costs,  updates in college-wide initiatives, transfer requirements, and state and federal laws. 
· Participate in the planning, implementation, and the evaluation of the academic advisement program’s goals and objectives. 

· Participate in institutional student development and retention programs 

· Serve as resource for faculty/staff in support of student development theory. 

· Develop advising materials and presentations to support individual and group advising. 
· May provide assessment test proctoring and scheduling

· Plans, coordinates and conducts recruitment visits to the District's and regional high schools and college fairs; makes presentations to prospective students; sets up and breaks down recruitment display
· Plans, schedules and conducts recruitment visits to high schools and college fairs  throughout  the Northern California, parts of Nevada, and other areas as determined; organizes and maintains a master calendar of recruiting activities and events
· Serves as liaison with the college's instructors and with District high schools regarding recruitment activities; coordinates and facilitates committees related to recruiting; coordinates, organizes and provides training sessions for faculty, staff or students; institutes and maintains a recruiting activity and event network on campus and in the community to promote recruiting efforts
· Provides information in person, by telephone, or by mail to potential students, families, other colleges, libraries and others regarding college programs, the campus and community, housing, and other recruiting information; develop and maintain the colleges ability to respond to a prospective students request for information by mail, phone (both generally and by faculty) and electronically
· Inputs data and maintains and downloads database of recruitment contacts

· Maintains FRC Social Media presence

· Updates general college information and publications including the homepage 
· Develops and distributes evaluations and surveys to monitor recruiting effort effectiveness
· Conducts or assists others in providing campus tours
· Prepares and disseminates reports and materials to faculty and staff
· Develops, prepares and produces a variety of college general and program brochures including promotional posters
· May assign and direct the work of student workers

· Serve on shared governance  committees as assigned
· Other related duties as assigned
Knowledge of:

· Deploying recruitment campaigns through a variety of media

· Web based social media operations

MINIMUM QUALIFICATIONS:
· Bachelor’s degree from an accredited college or university

· Minimum of 1 year working one on one with individuals

· Minimum of 1 year of event planning or presentations to groups
· Willingness to travel
· Valid driver’s license
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Assessment experience
· Advising and/or tutoring experience

· Community College experience

· Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties with or without reasonable accommodations are:
· Manual dexterity to operate keyboards and manipulate papers
· Speech and hearing to communicate effectively with individuals and to groups
· Vision to read text, forms and computer screens
· Climb ladders, stoop and kneel to hang and otherwise set up signs and display materials
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