CAREER OPPORTUNITY
Make San Jose State University Your University of Choice

Academic Advisor
Job ID: 14014
Full/Part time: Full-time
Regular/Temporary: Temporary
Department: Academic Advising & Retention Services
Classification: Student Services Professional I
Anticipated Hiring Salary: $2,872/month - $3,050/month
Salary Range: $2,872/month - $3,513/month 


About the Position:
This is a temporary six month appointment with no benefits. 

Academic Advising & Retention Services (AA&RS) is a learning support, academic assistance, retention and service-oriented unit within Student Services in the Division of Academic Affairs. Our mission is to facilitate successful student persistence through the completion of the baccalaureate degree. 

Reporting to the Director of Academic Advising and Retention Services (AARS), the Academic Advisor under direct supervision, provides a range of academic advising and retention services for undergraduate students attempting to complete Title 5, California State University (CSU), and San José State University (SJSU) requirements relating to baccalaureate degree requirements. Following established procedures, the Academic Advisor coordinates and implements academic support and other retention services and programs in accordance with University policies to insure student success through graduation. The Academic Advisor serves as liaison to appropriate committees and work groups as assigned. 

Responsibilities include, but are not limited to:
-Provide retention & advising services consistent with CSU, SJSU, UGS and Academic Advising and Retention Services policies and procedures to ensure student success. Advising services include general education, academic and educational planning, Undeclared advising, remedial, & probation/disqualification. Work in the Student Services Center. 

-Conduct Student Development seminars and workshops as an essential feature of Academic Advising and Retention Services plan, priorities, goals and objectives to maximize efficient service delivery. 

-Participate in staff group planning, development & implementation of retention related programs, with special focus on transition programming related to progress toward and completion of the degree. Interface with a variety of campus offices through the establishment of connections and collaboration to provide maximum assistance to students 

-Other duties as assigned.

Education and Experience:

Equivalent to graduation from a four-year college or university in one of the behavioral sciences, public or business administration or a job-related field. Specialized experience during which the applicant has acquired and successfully applied the knowledge and abilities shown above may be substituted for the required education on a year-for-year basis. 

Knowledge, Skills & Abilities:
-Working knowledge of the basic principles of individual and group behavior. 

-Working knowledge of the techniques and methods of interviewing.

-Ability to quickly learn and apply a variety of state, federal, CSU and SJSU policies and procedures. 

-Knowledge and sensitivity to issues faced by university students.

-Ability to gather and analyze data.

-Ability to conduct workshops, assists with special events or activities, and make effective presentations before groups. 

- Strong oral and written communication skills

-Ability to establish and maintain cooperative working relationships within a diverse multicultural environment. 

Preferred Qualifications:
The ideal candidate will have one year experience in student services work; experience in a rules-regulated environment; interviewing/advising experience; workshop/presentation/event experience and strong written communication skills. 

First Screening Date: March 28, 2011.

Required Application Materials:
Resume
Letter of Interest 
SJSU Online Employment Application: To apply, please visit our website at: http://my.sjsu.edu/jobs/ 
The Work Experience section is required for an application to be complete. 

Note to the Applicant:
Evidence of degree(s) or certification(s) may be required at time of hire. Every applicant who reaches the final level of interviews will be required to submit their fingerprints to the Livescan Prints Service through the University's Police Department. SJSU will pay all costs associated with this procedure. 

Equal Employment Statement:
SJSU is an Equal Opportunity/Affirmative Action employer committed to nondiscrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender status, marital status, pregnancy, age, disability, or covered veteran's status consistent with applicable federal and state laws. Reasonable accommodations will be provided for applicants with disabilities who self disclose. 

University Shared Values:
Learning: Valuing education and promoting life-long learning.
Student and Employee Success: Placing our highest priority on academic success and personal growth. 

Excellence: Setting the highest standards in all we do.
Integrity: Being honest, fair and accountable for our actions.
Diversity: Respecting diversity and recognizing the strength this factor brings to our community.
Community: Valuing collaborative relationships. 

Contact Information:
One Washington Square San Jose, CA 95192-0046
Phone: 408-924-2250 Fax: 408-924-1784 Email: hrsg@sjsu.edu 
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