Specialist II → Specialist III Eligibility Checklist

Name: _____________________________________________   	GNumber________________________

Position Title: _______________________Start Date of Current Position: _____________________


	Initial
	Date
	Task

	
	
	8 or more years of professional experience working full-time in an advising specialist 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)

	
	
	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 Leadership Skills or Acquired additional advanced degree or certificate

	
	
	Demonstrated Program Development and Assessment Skills or Acquired additional advanced degree or certificate

	
	
	Demonstrated deep understanding in one or more of the following areas (see list of training topics below)




______________________________________________	________________________________
Specialist I Signature						Date

______________________________________________	________________________________
Supervisor Signature						Date





Specialist II Job Responsibilities

Responsibilities include but are not limited to the following:
· Uphold and/or develop the 8 Core Competencies for all GVSU employees
· Support existing student success initiatives within the context of academic advising (i.e. communication, mentorship, student academic support, advising special populations, etc.). 
· Support 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.
· Participate in New Student Orientation Events at the direction of your supervisor
· Collaborate across academic advising and other student support entities on campus
· Apply student academic support knowledge and skills
· Design and implement student success initiatives within the department, college and/or campus (i.e. communication, mentorship, student academic support, advising special populations, etc.).
· Teach US 102 course or engage in an equivalent student-facing experience
· Expand student success initiatives to other retention-related endeavors across campus (i.e. admissions, teaching and learning, graduate study, orientation of new students, etc.)
· Support 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.
· Apply student academic support knowledge and skills
· Establish professional development agenda, including opportunities such as Human Resource leadership training/supervisor training, campus advisor development programs, advanced degree in a related discipline

Topics for deeper training or experience (not limited to:)
· Leadership skills
· Program Development/Assessment
· Academic Advising Practices and Theory
· Advising Special Populations
· Inclusive Advising Practices
· Technology and Advising
· Retention Programs and Initiatives
· Mentorship and Training
· Student Development
· DEI and Social Justice
· University Policy and Procedure
· Career Advising and Planning
· Curriculum Design and Faculty Collaboration

