Advisor I → Advisor II Eligibility Checklist

Name: _____________________________________________   	GNumber________________________

Position Title: _______________________Start Date of Current Position: _____________________


	Initial
	Date
	Task

	
	
	Master’s Degree acquired

	
	
	Three or more years of professional experience working full-time in an academic advising position at Grand Valley with a demonstrated consistent–

	
	
	Upheld job responsibilities (see list of job responsibilities below)

	
	
	· Ability to relate effectively to a diverse university community (students, faculty, staff, alumni and parents), strong written and oral communication skills; appropriate computer and IT skills; demonstrated organizational skills, and ability to handle simultaneous projects.

	
	
	· Competence in applying academic advising and/or other student academic support knowledge and skills

	
	
	Upheld GVSU 8 Core Competencies (see 8 Core Competencies)

	
	
	Successful completion of on-boarding training curriculum.

	
	
	Maintain an active membership in LAAN or other related professional associations (e.g. serve on committee, collaborate on or propose program initiatives across centers).

	
	
	Demonstrated/Completed Workplace Professionalism Training* See 
Appendix C

	
	
	Demonstrated/Completed Culture, Inclusivity, and Student Belonging Training* See Appendix C

	
	
	Demonstrated/Completed Student Success Program/Project Development Training* See Appendix C




______________________________________________	_____________________________
Advisor I Signature						Date

______________________________________________	________________________________
Supervisor Signature						Date
Advisor I Job Responsibilities

Responsibilities include but are not limited to the following:
· Uphold the 8 Core Competencies for all GVSU employees
· Complete on-boarding training curriculum
· Provide successful academic advising support to diverse student community as well as all assessment and student monitoring activities necessary for effective student support 
· Assess students’ academic needs, assist them in setting goals, connect them to appropriate resources, and prove ongoing support as needed. 
· Provide targeted outreach to students who are identified as being at-risk. 
· Monitor student academic records and progress using student records, early alert systems and grade review process
· Maintain electronic student files and student databases.
· Understand and be able to clearly communicate academic information, including possible programs of study, resources available to students, and be knowledgeable of academic policies and administrative practices. 
· Communicate with the Academic Advising Team and Directors regarding concerns about individual students as necessary. 
· Keep up with upcoming academic dates and deadlines.
· Assist with academic advising and course scheduling as needed. 
· Participate in New Student Orientation Events at the direction of your supervisor
· Participate in training and/or continuing education opportunities as needed. 
· Attend staff meetings/team meetings regularly


