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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, counsels and advises students to develop and personalize an educational plan. May manage the foreign scholars programs. May assist students with the admission and readmission process. Completes administrative reports and updates student files. May assist with recruitment activities. Establishes and maintains a career library. 




Job Responsibilities & Performance Standards:
1.
Counsels and advises students to develop and personalize an educational plan. (Performed by all incumbents)
1.
Implements school based guidance plan by conducting needs assessment with students and technical college staff.
2.
Counsels students in a professional manner regarding education plan.
3.
Provides career and technical guidance to students in vocational programs.
4.
Coordinates appointments between students and technical college faculty.
5.
Introduces students to non-traditional careers and promotes non-traditional enrollment.
6.
Counsels students regarding preparation for testing and ensures students are aware of testing dates. Ensure that special modifications are in place as required for student with disabilities.
7.
Establishes and/or complies with individual education plans (IEP) for students for vocational and academic programs.
8.
Works cooperatively with faculty with the coordination of student assignments and provides guidance on procedures.
9.
Assists faculty in identifying students who may not be compatible with selected career choices, particularly those who are on academic probation or those who are returning from academic suspension.
2.
Manages the foreign scholars programs at the technical college. (Performed by some incumbents) 
1.
Completes, processes and issues visa documents and/or applications for immigrant and nonimmigrant employees.
2.
Assists staff in completing immigration forms or procedures.
3.
Advises faculty and staff in determining and procuring appropriate visas for foreign employees.
4.
Provides general orientation and information referral to students.
5.
Maintains and updates all application forms, policy statements and procedural handouts related to foreign scholars.
3.
Assists students with the admission and readmission process. (Performed by some incumbents) 
1.
Provides information to students in a professional manner regarding the admissions process, transfer of transcripts, financial aid and various programs offered.
2.
Establishes and maintains open communication channels between the students and the Admissions Office.
3.
Maintains a proper demeanor while counseling students in choosing program of study. Accurately identifies any barriers in achieving goals; discusses and suggests effective alternatives.
4.
Assists with coordinating the development of brochures/handouts and compiles information for future use by students and the general public according to established guidelines.
5.
Promptly, accurately and professionally responds to or ensures response is given to student questions.
4.
Completes administrative reports, updates student files recording specific instructions or discrepancies, and documents. (Performed by all incumbents) 
1.
Completes reports or documents records in an accurate and timely manner and in accordance with program guidelines and technical college procedures.
2.
Distributes written evaluation reports to reflect retention and progress of students assigned to caseload and other requested information according to an established time frame.
3.
Establishes and maintains a portfolio for each student to include career assessment results, progress reports, copies of referrals for tutoring for students, copy of student educational plan, student signature page, etc.
4.
Accurately completes surveys and statistical reports.
5.
Conducts research and makes appropriate recommendations or projections.
5.
Assists with recruitment activities. (Performed by some incumbents)
1.
Works cooperatively with the faculty and staff on student recruitment and retention activities.
2.
Assists with recruitment materials mailings.
3.
Hosts campus tours and visits for potential students. Follows up appropriately with correspondence by phone and/or mailings.
4.
Properly maintains and up-dates a recruitment mailing list.
6.
Establishes and maintains a career library. (Performed by all incumbents)
1.
Establishes and maintains a career library that includes current information.
2.
Ensures the career library includes trends in today's job market, particularly that which pertains to program offerings at the college.
3.
Ensures the career library includes potential job salaries, potential employers, and current tracking sheets.
7.
Maintains knowledge of current trends and developments in the field by attending professional development training, workshops, seminars and conferences and by reading professional literature in the related technical field. (Performed by all incumbents)
1.
Attends internal and external educational programs and professional meetings as requested.
2.
Participates in regular meetings of available and applicable professional organizations.
3.
Reads professional literature and translates complex or technical information into a meaningful format that may be understood by others.
4.
Coordinates meetings, establishes agendas and records accurate minutes of meetings.
5.
Actively recruits members of advisory committee and readily serves on committees and teams.
8.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)
1. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.
2. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.
3. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.
4. Accepts direction and feedback from supervisor and follows through appropriately.
5. Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Bachelor's degree in a related Administrative, Business, Liberal Arts, or Social Science discipline with six months to one year experience directly related to the duties and responsibilities specified. 

Preferred Qualifications:
No preferred qualifications information is available. 
	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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