
 
 

Position Description 
 

Position Title:  Academic Counselor – Boyce College 

Department:  Student Success 

Position Code:  D5842 

Date Prepared:  5/21/15 

FLSA Status:  Exempt  Non-Exempt          Full Time:  Yes   No  

              

JOB SUMMARY: 

The Academic Counselor provides academic advising and life coaching support to Boyce 

College students. The counselor also assists the Director of Student Success in identifying and 

developing proven student retention strategies. 

 

ESSENTIAL JOB FUNCTIONS: 

The employee in this position will have the following essential job functions: 

 Provide academic advising to undergraduate level students; responsibilities include 

assisting students with decisions about majors and the process of declaring/changing 

majors, guiding students during course registration periods, and helping students develop 

a responsible approach to academic planning 

 Work with students to develop realistic goals that will contribute to academic and 

personal success in college; motivate students to achieve education goals 

 Lead in the design, development, and execution of workshops, seminars, and events for 

students 

 Provide individualized outreach to students based on identified risk factors including 

academic, financial, and socio-emotional 

 Refer and connect students to relevant resources, coordinate with other offices regarding 

additional outreach and support 

 Identify and reach out to students with academic deficiencies—those on either academic 

warning or academic probation—and provide personalized academic success plans and 

accountability 

 Monitor and record progress of individual students, maintain consistent and confidential 

records of individual student data 

 

Knowledge, Skills and Abilities include: 

 Knowledge of full range of academic support systems available at the college 

 Knowledge of academic policies and procedures related to curriculum and enrollment 

 Knowledge of student learning styles and how to improve academic engagement and 

performance 

 Proven ability to design and implement academic programs 

 Excellent written and oral presentation skills 



 Excellent communication skills 

 Demonstrated ability to interact well with students and faculty 

 Knowledge of how to assess and evaluate program effectiveness 

 

QUALFICATIONS: 

 Detail oriented and able to work at a fast pace 

 Excellent communication skills; ability to interact and engage people, and view, discern, 

adjust, and respond appropriately to non-verbal communication cues 

 Visual acuity to work unassisted in editing printed materials 

 Some weekend hours may be required 

 

EDUCATION: 

The person in this position should have a Bachelor’s degree. A Master’s degree in a related field 

is preferred. 

 

EXPERIENCE: 

Experience in advising and counseling graduate level students is preferred. 

 

SUPERVISION: 

The person in this position will supervise student associates. 

 

The person in this position will report to the Director of Student Success. 

 

WORK ENVIRONMENT: 

The person in this position must be able to communicate effectively through verbal and written 

communication; make repetitive motions with wrists, hands and fingers; lift up to 35 lbs., be able 

to walk up and down stairs, and enter and exit all campus buildings unassisted; demonstrate the 

ability to sit for extended periods of time; use a personal computer for correspondence; and 

operate efficiently in a competitive work environment. 

 

EQUIPMENT: 

The person in this position will use the following equipment:  personal computer. 


