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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00597

	Pay Grade:
	6

	Title:
	Academic Program Advisor

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Academic Program Advisor is responsible for providing academic advice at a program or department level which requires a thorough knowledge of program or department regulations as it pertains to course and program requirements. Also responsible for providing administrative support for a program or department.

	Purpose and Key Functions:
	· Identify and analyze problems with the program and prepare recommendations for review and approval.

· Collect, analyze, assess, and summarize information relevant to the decision making process and develop recommendations for final approval and implementation.

· Advise registered and prospective students of program options and requirements.
· Ensure that students understand that all course and program selections adhere to established academic, prerequisite, and graduation requirements for the program.

· Assess student priority for limited registration in courses and provide suitable alternatives to meet degree requirements.

· Review, evaluate, and provide recommendations on applications to ensure students are eligible to transfer into, continue in, and graduate from the program.

· Investigate questions and resolve problems concerning program, curricula, and admissions.

· Act as a mediator between faculty and students when dealing with various issues such as special accommodations, scheduling conflicts, and grades.

· Gather and compile information required for a variety of documents and reports such as program accreditation, enrolment, and degree audits.

· Write a variety of documents such as correspondence, reports, and procedure manuals.

· Contribute to the development of student surveys and disseminate surveys to applicable groups.

· Review applications for a variety of scholarship competitions and ensure they contain the required information and meet the defined eligibility requirements. 

· Notify applicants of the status of their application.

· Review applications and provide comments and recommendations to the selection committee for their consideration and approval.

· Monitor budgets and reconcile accounts. Complete financial forms including travel expense reports, electronic cheque requisitions, purchase orders and journal entries.

· Develop marketing and advertising brochures.

· Promote the program to visitors and representatives both internal and external to the University.

· Create content for the program website.
· Plan and coordinate a variety of departmental events and activities.

· Prepare and work in consultation with faculty and staff to coordinate the program timetable.
· Update and maintain information in a variety of databases and spreadsheets.

	Requirements:
	3 year Community College diploma in Office Administration or related field.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


