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	MPP Position Description


	Name:
	        


	Working Title:
	Director of College Advising  
	Classification:
	Administrator I 

	Department:
	University Advising


PART I – STATEMENT OF DUTIES AND RESPONSIBILITIES:

Relationships:

	Reports to:
	Senior Director of University Advising, and in consultation with Dean of College 


	Subordinate Staff:
	SSPs at various levels, Adminstrative Support staff at various levels


	Internal Contacts:
	Deans, Associate Deans, Dept. Chairs, EOP, Directors of College Advising, SOAR, Enrollment Services


	External Contacts:
	Community College partners


	Scope of Functions and Responsibilities:  

 
Reporting to the Senior Director of University Advising and in consultation with the Dean of the College, this position will be part of a team of directors who, together, will advance the mission of the university, the colleges, and the Division of Academic Affairs by providing leadership in implementing the vision, goals, and objectives of the academic advising enterprise at California State University, Northridge (CSUN).  

The director will be responsible for the overall management, direction and implementation of academic advisement in the college’s Student Services Center/Educational Opportunity Program (SSC/EOP) Satellite. The SSC/EOP operates as the central location in the college for undergraduates to seek and receive academic advisement. The satellite administers student programs and services that include holistic and inclusive advisement, delivery of specialized services for EOP students in the college, faculty and staff advisement training, and other related student activities that promote persistence, academic excellence and timely degree completion.  

Each director will be a member of the University Advising Council and will collaborate with central administrators and college Directors of College Advising, and student leaders on best practices and strategies in advisement, as well as ongoing professional development of college advisors; be a member of their college’s Administrative Council and will collaborate with department chairs, faculty, and other advising professionals and colleagues to influence the strategic implementation of initiatives and enrollment management and retention strategies of the university. This position actively works with and supports EOP Central, discharging responsibilities that promote and encourage historically low income and educationally disadvantaged students to seek and attain higher education opportunities.  




	Duties and Responsibilities:  


Under general supervision, the director is responsible for the overall management of the SSC/EOP Satellite, the advising team, and other professional staff advisors in the college. They are responsible for: hiring, training, supervising and evaluating advising staff; ensuring effective use of advising technologies and degree planning tools; regular use of data analytics, including disaggregated data, to drive priorities; assisting with University efforts to assess campus-wide academic advisement; continuously identifying opportunities to remove administrative barriers to student success and eliminate equity gaps; communicating and interpreting CSU and University policy to faculty advising within the college, staff, and students; communicating and coordinating services and activities with academic departments and other university entities; representing the college on various university-wide committees; collaborating with campus partners such as EOP, Undergraduate Studies, Financial Aid, Basic Needs, Student Accounting, and Enrollment Services to ensure timely resolution of student issues. 

 



	Qualifications: (this section to be used only when a search is going to be conducted):  



 - Equivalent to graduation from an accredited four-year college or university with a Bachelor's 
degree in a job-related field.
- Demonstrated understanding and consideration of the differing needs and concerns of individuals with varying identities, cultures, and backgrounds.
- Strong record of working with minoritized and other underserved communities, first-generation students and Pell-eligible students, with experience in advising and related programming that helps close equity gaps among diverse student populations.
- Minimum of five years in caseload advising as a CSU Student Services Professional (SSP) or equivalent. 

- Equivalent to two years of progressively responsible professional/administrative experience. 
Knowledge, Skills & Abilities:

- Ability to plan, coordinate, and direct the work of subordinate staff engaged in various professional, technical, and clerical functions.
- Ability to exercise considerable judgement and discretion in effectively establishing and maintaining cooperative working relationships within a diverse multicultural environment.
- Ability to quickly learn and apply a variety of CSU and CSUN policies and procedures, collective bargaining agreements, and state and federal labor laws.
- Demonstrated ability to communicate verbally and in writing with clarity and proficiency.




SIGNATURES:
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	Date:
	

	Supervisor: 
	
	Date:
	

	Dean/Director:
	
	Date:
	

	Pres/Vice Pres:
	
	Date:
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