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Job Description

Job Title:  	HPN Advising Specialist	
Department:  	Health Professions and Nursing
Division:  	Instruction
Location:  	Main Campus  	
Reports To:  	Director – HPN Student Success Center	
Pay Grade:  	P04	
FLSA Status:  	Exempt


SUMMARY
The purpose of this position is to provide Health Professions and Nursing program-specific educational advising, information, and support to North Idaho College students referred from NIC Advising Services who are exploring Health Professions and Nursing (HPN) pathways. The HPN Advising Specialist collaborates with the health professions and nursing leadership, faculty, and Student Success Navigators.

Essential Duties and Responsibilities
This list includes, but is not limited to the following:
· Serves as the primary point of contact for students referred from NIC Advising Services who are exploring HPN pathways, providing accurate, timely information on programs, prerequisites, admissions requirements, and career options.
· Provides individualized academic advising during the pre-HPN program admission phase, including development of education plans, prerequisite sequencing, co-requisite planning, and guidance on minimum grade and competitive admission benchmarks.
· Assists students in clarifying educational and career goals and navigating the initial enrollment process, including orientation, placement testing coordination, and course selection.
· Assesses student readiness for application to selective HPN programs by evaluating prerequisite completion, academic standing, and required documentation, and identifies gaps prior to application.
· Maintains accurate, FERPA-compliant advising records, case notes, and student progress tracking within institutional systems; monitors caseload metrics and reports outcomes as requested.
· Collaborates closely with NIC Advising Services to support students, including receiving referrals, coordinating degree planning, participating in alignment meetings, and ensuring seamless transitions between advising units.
· Facilitates smooth student transitions to the Student Success Navigator and/or to NIC Advising Services as appropriate.
· Guides students to appropriate campus and community resources (e.g., tutoring, financial aid, counseling, disability support, testing services) to promote academic success and persistence.
· Supports student success initiatives through collaboration with HPN leadership, faculty, Student Success Navigators, and institutional partners.
· Supports HPN student recruitment efforts by engaging prospective students through outreach, events, and advising interactions; provides clear, accurate program information and promotes pathways aligned with student goals and workforce needs.
· Develops and delivers group advising sessions, workshops, outreach activities, and presentations related to HPN program requirements, prerequisite planning, and application preparation.
· Assists with the development, maintenance, and dissemination of advising, recruitment, and informational materials for HPN programs.
· Advocates for HPN students across the institution by promoting awareness of their academic needs and supporting equitable access to resources and opportunities.
· Travels occasionally for local and regional recruitment events and outreach activities to support awareness of HPN programs, admissions processes, and enrollment pathways.
· Maintains positive, collaborative working relationships with students, faculty, staff, and community partners, contributing to a supportive and student-centered environment.

REQUIRED MINIMUM QUALIFICATIONS
The requirements listed below are representative of the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 

Education and Experience
Bachelor’s degree and a minimum of two years full-time equivalent related experience required. Experience with student success initiatives or programs, and/or in higher education advising preferred. Master’s degree preferred.

Certificates, Licenses, Registrations
Current valid Driver’s License

Knowledge, Skills and Abilities
· Strong written and verbal communication skills
· Ability to conduct effective training and presentations
· Proficient skills using Microsoft Office applications
· Basic skills using student records system (Colleague preferred)
· Ability to operate standard office equipment including phone and copier

Physical Demands and Work Environment
The physical demands and work environment described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
Physical requirements and environment are typical of those in a general office setting. This job involves regular sitting, standing, walking, typing, moving, lifting objects up to 10 pounds, exposure to office lighting. A wide variety of standard office equipment is continually used, including computer, phone, copier and printer.  
May operate car or van and be exposed to traffic conditions with exposure to outdoor weather conditions.
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