
Western Kentucky University

Position Description

Position Title: Academic Advising and Retention Center Assistant Director 

FLSA Category: Exempt
Date: June 2007
Salary Grade: 108
Purpose of Position 

The Academic Advising and Retention Center Assistant Director is responsible for assisting in the retention of students.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Design and conduct retention programs.

· Coordinate the Kentucky Plan for retaining African American students and track their progress to graduation.

· Coordinate a plan for retaining students in “target counties” and track their progress to graduation.

· Use Banner Information System to track students.

· Coordinate the Sixth Week Assessment.

· Work with diverse and at-risk populations.

· Prepare annual plans, goals/measures and reports on status of programs.

· Perform additional assigned duties in a manner consistent with standards, mission and goals of Western Kentucky University.

Secondary Job Functions

None. 
Minimum Training and Experience Required

Master’s Degree in Counseling, Educational Leadership, Student Services Administration, Communications or other related field from an accredited institution; Experience in interacting with students with some advising component

Knowledge and Skills Required
Strong ability to communicate effectively in oral and written form; Ability to prioritize multiple projects and work in an environment with irregular workloads, interruptions and variable hours.

Physical and Mental Abilities Required

A desire to help students be academically successful.

Organizational Relationships

Unknown.
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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