
Our company is growing rapidly and is searching for experienced candidates for
the position of student advisor. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not
necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for student advisor

Collaborate with other areas within the Viterbi School and the University in
developing academic support workshops and programs to meet the needs of
current undergraduates
Gather data and prepare reports assessing program activities and results
Provide interface between international students and Washington state or U
Keep accurate records of all student interactions, by inputting all activity into
the database management system in a timely and accurate manner
Manage contract renewals, funding expiration notices, tuition awards, health
and dental awards, workspace assignments, laptop checkout, direct deposit
forms, travel expenditures and end of semester reports
Advising students on routine registration matters (add/drop/time conflicts,
hold overrides, ), including requests for additional units and other special
circumstances
Works with students to resolve academic problems and identify interventions
and strategies
Works regularly with faculty on at-risk advising, appeals
Meet with students to develop personalized student success plans or
intervention plans based on their unique circumstances and track progress
towards their academic and personal goals
Collect, evaluate and record all information pertaining to student cases that
come in through the REACH system, referrals from other University
departments
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Bachelor's Degree and at least two to three years of experience advising
international students at a college or university regarding F-1 and J-1 matters
Technically astute and learning agile
4 yr degree in related field preferred but not required
2-3 years of experience in education field preferred but not required
Ability to advise and guide adult students in academic and life-skill matters
Available flexible hours and some Saturdays


