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Albers School of Business and Economics Graduate Assistantship Description
JOB TITLE:

 UNDERGRADUATE ACADEMIC ADVISOR 

DEPARTMENT:
Albers School of Business and Economics

REPORTS TO:
Assistant Dean, Undergraduate Programs

GENERAL SUMMARY:  The academic advisor works as part of a team to provide individual and group advising, referrals to resources, and assistance with events and programs to successfully move students towards degree completion.  This position embraces a philosophy of student development to foster academic success and personal growth of undergraduate students in the Albers School of Business and Economics.  A background in Business is not required.
ESSENTIAL JOB FUNCTIONS:  This comprehensive role includes the following: 
· Advising students on curriculum issues such as class selection, prerequisites, and course sequencing.

· Understanding and effectively communicating Seattle University and Albers School policies, procedures and graduation requirements.

· Helping students define and develop academic, personal, and career goals.

· Guiding students through the major/minor selection process.

· Providing students with information regarding resources and services on campus.

· Monitoring and accurately documenting students’ progress from admission to graduation which involves evaluating admission and graduation criteria, handling course waivers, and petitions.  
· Leading quarterly New Student Orientation sessions. 
· Assisting in the supervision of the New Student Mentor Program including selection, training, meetings, and events.
· Participating in recruitment programs for students as a representative of the Albers School at community college fairs, business presentations, or campus events.
· Other duties as assigned.
QUALIFICATIONS:  

· Ability to multi-task and handle interruptions in a fast-paced office environment.
· Be a self-starter, prioritize well, problem-solve, and focus on completion of tasks and objectives.    
· Work both independently and collaboratively in a team environment.  
· Possess excellent interpersonal, written, and oral communication skills.  
· Be comfortable working with a diverse student population, faculty, and staff.  
· Must be able to work occasional weekends and evenings as needed. 
· Basic computer skills including Word, Excel, PowerPoint, and Publisher.  
CONTACT INFORMATION:

Dr. Teresa Ling, Assistant Dean, Undergraduate Programs

tling@seattleu.edu
1-206-296-5720
