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Rochester Community and Technical College

	Employee Name: 
	Position Control Number: 

	Department/Division: Advising and Counseling/Student Affairs
	Classification Title: MnSCU Academic Professional 1
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	Employee Signature
	Date
	Supervisor Signature
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POSITION PURPOSE (why position exists; how it helps accomplish mission of the department/division)
Coordinates efforts and provides advising for prospective and current students in Occupational and Allied Health programs at RCTC by providing information, advising, monitoring progress, and promoting retention and completion. Works collaboratively with students, faculty and staff internally as well as serves on committees to support students and the college related to programs served.
PRINCIPLE RESPONSIBILITIES AND RESULTS
1. Provides information to students enrolled in and/or interested in Occupational and Allied Health Programs at RCTC. Provides completion planning, transfer planning, information abouts elective admissions processes, program information, and registration. Provides information to potential students in an effort to help them make an informed decision about enrolling at RCTC. Assures that assistance (including but not limited to assistance with the enrollment process, course placement, course selection, orientation, disability services, and procedures and policies) is available to students interested in allied health programs. Collaborates with Admissions, Financial Aid, and other student services offices. Provides guidance for students who are on academic warning, academic/financial aid probation, suspension, or returning from suspension. Provides access to resources and campus supports to students referred by faculty through faculty alerts including referrals to campus and community resources
Priority: 
Essential

Percent of Time: 
65%
 


Key Performance Indicators (KPIs):
· Provides a welcoming environment and atmosphere to students, staff and community members

· Plans and procedures are prepared for review by supervisors and are consistent with other established policies and procedures of RCTC

· Provides information about the programs and resources available to students interested in Occupational and Allied Health programs, and other programs as assigned, to each potential participant

· Provides accurate information with regard to degrees, certificates, and programs

· Referrals are made to tutoring services, developmental instruction, testing modifications, counseling and community agencies in a timely manner

· Decisions made will reflect knowledge of an adherence to the policies and procedures of the college, the U.S. Department of Education, the Carl Perkins Vocational and Applied Technology Education Act of 1990, International student policies, and the Minnesota Human Rights Legislation of 1987

· RCTC is represented on community, state, and national committees that directly affect the allied health programs at RCTC

2.
Develop and implement a tracking system for students accepted to Occupational and Allied Health programs with selective admissions and determine semester retention rates by interviewing students, checking grades, and monitoring progress. Review applications and process selection results and admittance letters. Meet as needed with program directors to discuss the needs and progress of students in selective admissions programs. Provide program evaluation/recommendations for program improvement, selective admissions processes, and transfer pathways. Sit on various campus committees to develop and implement retention strategies such as early alert software systems, student emergency grants, online education support, and basic needs support through campus and community resources. Engage in cross-departmental initiatives for enrollment, recruitment, and retention campaigns. 
Priority: 
Essential

Percent of Time: 25%


 


KPIs:
· Regularly evaluates recruitment, enrollment, and admission services for students interested in allied health programs and develops a plan for improvement of services on a yearly basis.

· Timely evaluation of application documents and continuous communication with students and program leaders between the admittance and program start.

· Retention rates for students in the supported Occupational and Allied Health programs are monitored and communicated to program leaders.

· Collaboration and cooperation are evident among other student services offices
3. Conducts outreach, and community awareness/education activities on behalf of RCTC and Occupational and Allied Health programs. Communicates to RCTC's internal service departments, faculty and staff to promote awareness of services available to students enrolled in Allied Health programs at RCTC.
Priority: 




Percent of Time: 
5%

 

KPIs:
· Recognition of the importance of occupational and allied health programs throughout the college and community.
· Evidence of working collaboratively with service agencies, organizations and others with knowledge of the needs of potential students to keep them informed of activities and services available to individuals entering Allied Health education programs at RCTC.

· Evidence of working collaboratively with internal college personnel who are kept informed of the programs, services and activities available to students enrolled in Occupational and Allied Health programs at RCTC.

4.
Perform other duties as assigned to ensure the smooth functioning of the department and maintain the reputation of the organization as a viable business partner. 
Priority: 
Secondary
Percent of Time: 
5% 
KPIs:
· Demonstrates flexibility, willingness to learn, and willingness to help customers and colleagues with requests that fall outside of the parameters of defined job duties.
· Conforms to state, system and College rules, including policies, procedures, contracts, regulations, laws, mandates, and Standards of Excellence Expectations.
Priority: Essential=if responsibility is reason job exists, is a highly specialized task or one that requires special education or training licensure, requires a great % of time, has a high level of accountability (consequences are considerable to others or the institution if failure to perform), the responsibility is essential; Secondary=if not essential, then responsibility is secondary; Discretion (optional): A-Employee investigates situations, makes decisions, takes appropriate action reports by exception and through normal review processes; B=…reports to supervisor immediately after action is taken; C=…makes decisions with supervisor….reports to supervisor immediately after action is taken; D=Employee discusses situations with supervisor before investigation, makes decisions with supervisor, takes appropriate action, and reports to supervisor immediately after action is taken.

KNOWLEDGES, SKILLS, AND ABILITIES 

Minimum Qualifications (expected to have to enter job)
· Bachelor's degree.   
· One year experience in higher education.
Preferred Qualifications (desired but not expected to have to enter job)
· Master’s degree preferred.
· One year advising experience in higher education. 

· Knowledge of Occupational/Career training programs, student services, college policies and procedures preferred.  

RELATIONSHIPS
This Position Reports to (provide class title, not person’s name): Dean of Student Success (classification title; FTE; # in position; note if providing work direction only) 
None.  

Internal and External Clientele and Purpose of Contact (the most significant job related contacts)
Good working relationships must be developed and maintained with students, faculty, and staff of the college in order to effectively carry out the position responsibilities.  Further, a positive professional image and the ability to work harmoniously with various constituent groups is necessary, as is loyalty and dedication to Rochester Community and Technical College, its administration, faculty, staff, and students to maintain positive relationships with the college community.

PROBLEM SOLVING (most difficult types of problems to resolve and consequence of error/non-resolution)
Because of the wide range of academic, logistical, and interpersonal situations, the Occupational and Allied Health Program Advisor must be outcome-oriented, able to consider multiple factors, and synthesize unique situations into appropriate solutions.  It is important that the advisor be able to handle stress created by time constraints and scarcity of resources.
FREEDOM TO ACT 
While this position is under the supervision of an administrator, there is considerable time to act and to render independent judgments. This person must be able to handle decisions on a day-to-day basis.  Communications with staff, students, and coordinators may be formal or informal, as needed, to carry out the responsibilities of the position.

Budget ($ authority and/or type of impact on budget, i.e., signatory, manage, monitor, recommend)

None
Decision(s) Position Makes and Decision(s) Referred to Higher Authority

This employee is free to perform the position responsibilities within the work rules, policies and procedures established by MAPE, Minnesota Sate, and Rochester Community and Technical College. The employee will independently investigate, consult, decide, and act in matters pertaining to providing information, advising, meeting with students, programming, community outreach, monitoring progress, collaborating with others, referrals, and evaluation.  The academic advisor will make recommendations for fiscal and budgetary decisions.  Annual goals will be reviewed and approved by the Dean of Student Success. The academic advisor will participate in meetings with the Dean of Student Success and others as necessary to perform the functions of their position.  The academic advisor must report any concerns beyond the scope of regular responsibilities to their supervisor in a timely manner.
All employees must comply with department and institution procedures and policies, Minnesota State policies and procedures, as well as local, state and federal laws, regulations, guidelines and business and industry standards.
This description is intended to indicate the kinds of tasks and level of work difficulty required of the position. It is not intended to limit or modify the right of any supervisor to assign, direct and control the work of employees under his/her supervision. The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar level of difficulty.
Minnesota State Colleges and Universities is an Equal Opportunity employer/educator committed to the principles of diversity.
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