
Our innovative and growing company is hiring for a student services 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 services advisor

Assist students in matching their career goals to a major selection
Research prerequisite and other holds, releasing or overriding as appropriate,
referring to other departments if necessary
Coordinate and attend trainings, and run queries to provide BPA Dean's
office and all BPA departments with needed data reports
Contact students to discuss re-entry options and remaining graduation
requirements, and advocate on behalf of the student when needed
Assist with Commencement, award ceremonies, College Night, orientations,
career expositions, BPA events, and other BPA Outreach efforts
Provide communication through one-on-one appointments, daily electronic
communications, phone calls and group academic advising sessions
Develops graduation plans for each student based on the unique needs of
each student
Actively coaches students through degree attainment process
Identify academic options for students such as degrees, graduation
requirements, curriculum, course selection and registration, career options
and extracurricular activities
Meets with students to advise and refer to applicable retention services such
as the Center for Community Engagement and Career Education, faculty
advising, tutoring, Student Health Center, Counseling Center, Financial Aid

Qualifications for student services advisor

Example of Student Services Advisor Job Description
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Copy of degree/transcripts/typing certificate, if required
1 to 2 years of experience working in a higher education or high school
setting
Experience utilizing student information systems such as Banner, Destiny and
Apply Yourself helpful
The person in this position must be able to take direction well
Submits requests to change major, catalog year, substitution approvals, via
People Soft and updates the academic worksheet on Image Now


