
Our company is looking to fill the role of coordinator, academic. If you are looking
for an exciting place to work, please take a look at the list of qualifications below.

Responsibilities for coordinator, academic

Assess/evaluate current activities/programs in the Student Outreach Services
department, that contributes to an annual evidence-based report showing
clear outcome expectations
Work collaboratively with faculty and staff on retention issues and to improve
overall support services
May oversee student employee hours (undergraduate and graduate) to
maintain that hours worked comply with allotted funds for student
employment and provide verification for hours worked by signing student
employee timesheets and to include the full range of hiring, training,
evaluating, to ensure that their learning/development and performance are in
line with the department's mission
Engages in professional development opportunities to support the
development of competence and effectiveness in the areas of inclusion,
diversity, multicultural and cross-cultural proficiency, and other related topics
Supports an inclusive environment for staff and students, development of
cultural competency skills, and the delivery of programs that advance
diversity objectives of the campus community
Provide operational support to search/review committees
Document policies and processes for contributors to the
appointment/promotion form (chair, faculty lead, and candidate)
Manage review, promotion, and search processes, including marketing,
recruiting, preparing committee reports
Prepare offer letters for the chair, which may include gathering and
synthesizing information from other offices
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verify proper international education credentials, confirm financial viability for
international students, organizing application review process)

Qualifications for coordinator, academic

Experience completing statistical analysis within business applications using a
variety of statistical packages
Master's or other advanced degree (completed by time of employment)
Demonstrated experience in understanding the experiences and needs of
Native American students
Demonstrated experience in higher education, including minimum of one
year experience in academic advising, tutoring, mentoring, or related
experience
Demonstrated experience in supporting diverse, traditionally
underrepresented and/or underserved first-generation, low-socioeconomic
and non-traditional student populations
Demonstrated ability to manage multiple projects and time while under
pressure to meet deadlines


