JOB DESCRIPTION

GRADUATE PROGRAMS ADVISOR

DEPARTMENT

OF

EDUCATIONAL TECHNOLOGY, RESEARCH AND ASSESSMENT

ADVISOR

POSITION NUMBER 4916

Job Summary/Position Function

The primary function of the person holding this position is to serve as the departmental advisor for students in the graduate programs in the department. This person works under the direction of the Department Chair, in coordination with the Assistant Chair. This person must maintain contact with various offices in the College of Education, other departments, the Graduate School, the Division of Continuing Education, and the Office of Registration and Records. This person must possess, or be able to develop, skills in comprehending the special technical requirements essential in working in a rapidly changing computer and technology environment.

Organizational Relationships

The person in this position reports directly to the Chair of the Department of Educational Technology, Research and Assessment. The Assistant Department Chair and Department Staff Secretary participate in the evaluation process for this person.

Work Activities

This position requires the individual to be able to deal with the wide variety of tasks associated with the central office of an academic department. The person in this position must be able to:  work independently; assume responsibility; solve problems; initiate appropriate actions; and understand and work within operational rules and procedures within his or her sphere of responsibility that exists in other departments, the College of Education, the Graduate School, the Division of Continuing Education, and the Office of Registration and Records. This person must work well with others, and be able to coordinate work flow among several task-oriented secretaries and student workers in the department. This person must possess specific knowledge of the graduate degree programs, and State of Illinois advanced-level teaching certificate and endorsement options, offered by the department. The person in this position must be able to deal with constant interruptions, last minute deadlines, and numerous telephone inquiries. This position utilizes word processing, spreadsheet, data base management, and other computer hardware and software and requires a good knowledge of computer use and applications. This position requires an advanced degree (post-baccalaureate), preferably in a field related to one (or more) of the programs in the department or college.

Specific responsibilities include:

1.
Serve as an initial contact for all students pursuing graduate studies in the department, including: responding to questions and requests for general and logistical information regarding graduate study in departmental programs; and creating, copying and mailing routine and special correspondences (including an information packet containing, among other items, program booklets) to potential graduate students. Meet with students, both in person and over the phone, during scheduled appointments and walk-ins, on and off campus, for: pre-admissions advising (all students), program development (Master’s and certification students only), and problem assistance (all students). Periodically review all students to ensure adequate progress towards completion.

2.
Coordinate the collection and tracking of all admissions materials for students applying to all graduate programs in the department, in coordination with the Graduate School. Work with the Department Chair and appropriate area faculty to develop and implement standing procedures for the evaluation of potential new students. Supervise the preparation of students files and admission materials to the appropriate Master’s Admissions Committee for evaluation (when such evaluation is necessary). Schedule interviews of doctoral admissions candidates with the Doctoral Admissions Committee and prepare the necessary files and supporting materials (eg., application forms, transcripts, letters of reference, and writing samples) for review. Work with secretaries to process files after an admission decision has been made, including routine and special correspondences with students regarding their status.

3.
Assist in the maintenance of a computer data base, and matching paper files, of information regarding potential, current, and prior graduate students. Oversee the updating of appropriate data base fields as students progress from initial inquiry through application through pre-admissions to admission, then through their programs of studies to graduation or withdrawl, and post-graduation follow-up. Supervise the maintenance of graduate records, completion of advising forms, and the development of necessary reports regarding graduate student admission, retention and graduation.

4.
Initiate and coordinate correspondence with the College of Education, other departments, the Graduate School, the Division of Continuing Education, the Office of Registration and Records, and other offices on campus that interact with the department regarding advising functions.

5.
Develop and maintain a Student Handbook for students in the certification and endorsement course offerings, master’s, and doctoral degree programs. Work with the Department Chair and department webmaster to ensure that all departmental graduate studies communications, whether in print or on-line, are coordinated and up-to-date.

6.
Plan and conduct an orientation event for all incoming departmental students to be held once each semester.

7.
Work with the Assistant Chair to plan and conduct an orientation event, once each semester, for faculty affiliates to be working in the department during that semester. 

8.
Coordinate, with the Department Chair, Assistant Chair, and select faculty and graduate students, the planning and execution of a department retreat to be at least once each year.

9.
Other duties as assigned.
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