
COLLEGE OF CENTRAL FLORIDA 
JOB DESCRIPTION 

JOB TITLE:   

Coordinator – Developmental Advising and Student Success 

PAY GRADE:   
P-11


OVERTIME STATUS:
Exempt


MAJOR RESPONSIBILITY:  Coordinate the research, design, implementation and evaluation of innovative student advising and success strategies for underprepared students.  
PREREQUISITES FOR POSITION (Qualification Standards):
1. Education or Training: Bachelor’s degree required.  Master’s Degree preferred in the area of student personnel, higher education administration or related field.

2. Years of experience in field: Three years related experience at the postsecondary level required.
3. Special skills or abilities related to position: Well developed interpersonal, communication, leadership, computer and organizational skills. Ability to plan, design and coordinate a comprehensive student success program and activities in conjunction with other student affairs departments and institution effectiveness efforts. Ability to serve as liaison between students, faculty, and staff for the purposes of promoting student success and retention. Ability to serve as the originator of innovative approaches related to student success and retention for underprepared students; ensure that services are competitive with best practices for community colleges. Ability to coordinate orientation, advising research and retention strategies. Ability to coordinate data collection for program dissemination, implementation, and evaluation. 
ESSENTIAL JOB FUNCTIONS:

1. Coordinate the planning, implementation and evaluation of developmental advising support services for the Academic Foundations division, including oversight of the daily operations of advising.
2. Collaborate with academic and student affairs personnel to design, implement, and evaluate programs and services designed to increase the retention and success of college prep students, especially the critically underprepared student.

3. Research, develop, implement and evaluate new student orientation program designed specifically for underprepared students.  Ensure orientation model is effective and deliverable college wide.
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ESSENTIAL JOB FUNCTIONS (Continued)         
4. Research, develop, implement and evaluate developmental advising program for underprepared students. Ensure developmental advising model is effective and deliverable college wide.

5. Coordinate professional support and referrals, to include the college’s Early Alert program, for students with personal, social and or academic concerns that impede academic success. 

6. Assist Academic Foundations faculty and staff with student related issues.

7. Remain up-to-date on state and federal guidelines, emerging theories and research and conceptual models related to advising, retention and student success for critically underprepared students.

8. Support and assist the Dean of Academic Foundations with research, reports and presentations as needed.

9. Initiate innovative approaches related to student success and data collection.  

10. Design and deliver appropriate professional development activities to support implementation of new orientation and advising programs, college wide.  

11. Participate in college activities designed to communicate information to students, staff, faculty and the public regarding Title III and QEP initiatives. 

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required)

ESSENTIAL PHYSICAL SKILLS

· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Ability to drive a college vehicle.

· Able to sit at a desk and view a display screen for extended periods of time

· Ability to access, input, and retrieve information from a computer or other electronic device

· Light (up to 15 pounds) lifting

ENVIRONMENTAL CONDITIONS
· Works in an office environment

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
PRIMARY LOCATION OF JOB:   
Ocala campus


SUPERVISOR OF POSITION:

Dean Academic Foundations
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