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PROGRAM COORDINATOR - ARTICULATION
DEFINITION:
Under the direction of the Chief Student Services Officer or designee and Director of Athletics, advises new and continuing students on course selection and academic requirements of various programs and majors. Articulates the college courses with other institutions in consultation with the Chief Instructional Officer.  Specializes in advising student athletes by overseeing eligibility requirements for all student athletes. Provides advising services to students eligible for CalWorks. Develops a Student Education Plan (SEP) for every student athlete and students from other programs where a SEP is required. Assigned to specific programs and majors to provide specialized advising based on complete understanding of degree requirements. Monitors the progress of students through progress reports and follow up activities, specializing in work with student athletes and students qualified CalWorks. Assists students to identify appropriate career paths, evaluate their academic abilities, and set goals related to academic, career, and transfer goals. 
CLASSIFICATION:

· FLSA Non Exempt
· Classified – CSEA 

· Date Modified: January 2017
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Advise students about academic requirements and selection of courses 

· Disseminate information on institutional policies and procedures 

· Understand and apply FERPA rules for the release of student information to faculty, parents, students, etc. 

· Review and interpret placement and other standardized test scores, unofficial transcripts, and courses prerequisites 

· Assist students with the degree audit process 

· Assist students in understanding graduation requirements 

· Assist students with career exploration and planning 

· Assist student with all registration activities, and recommend solutions to academic difficulties
· Maintain systematic and frequent contact with advisees 

· Maintain accurate electronic records of interactions with students 

· Work collaboratively with other advisors, departments, and faculty to assist students in reaching their educational goals
· Refer students to student support departments such as financial aid, DSP&S, and outside agencies
· Stay abreast of changing institutional information such as required prerequisites, new programs, course changes, deadlines, important dates, college costs,  updates in college-wide initiatives, transfer requirements, and state and federal laws
· Plan and coordinate transfer trips to four year universities in Northern California and Nevada

· Collect and report Transfer Center data for annual report

· Participate in the planning, implementation, and the evaluation of the academic advisement program’s goals and objectives 

· Participate in institutional student development and retention programs 

· Serve as resource for faculty/staff in support of student development theory
· Develop advising materials and presentations to support individual and group advising
· May prepare progress reports for Calworks program participants

· May participate in intake process for eligibility verification Calworks program participants

· Process mandatory weekly 12 unit grade checks on all student athletes; notifies students of ineligibility, and notifies appropriate personnel as needed/required
· Attend and participate in mandatory orientations for student athletes; and mandatory athletic department meetings; stay abreast of all eligibility requirements in compliance with the California Community College Athletic Association (CCCAA), the national Intercollegiate Rodeo Association (NRA), and the National Association of Intercollegiate Athletics (NAIA) as well as four-year institutions’ transfer rules and regulations; attend professional development opportunities as related
· Monitor student athlete’s academic progress through the use of a Student Education Plan (SEP) whose goal is to earn an Associate Degree or certificate, and/or transfer to NCAA Division I, II, or III, or NAIA and other four-year institutions
· Collaborate with institutional research on projects as needed
· May supervise student employees

· Works with coaches to assure all CCCAA awards are submitted    
· Facilitate articulation with public and independent colleges, universities and other community colleges
· Serve as a consultant/advisor to instructional faculty and advisors on issues related to articulation
· Maintain and regularly update the ASSIST database
· Ensure that required ASSIST reports are filed accurately and on time
· Ensure that required articulation related reports for the Community College Chancellor’s Office are accurate and filed on time
· Other related duties as assigned
Knowledge of:

· Personal computer applications including word processing, spreadsheets, and graphics and desktop publishing
· English grammar, spelling, punctuation and composition
· Formats and requirements for various reports, forms and correspondence
· Office processes, procedures, and use of equipment, including filing system and telephone reception
· Codes, policies and procedures governing admissions and records activities, financial aid and scholarship applications

Skill in:

· Establishing and maintaining a variety of records, data and required reports
· Preparing effective reports, correspondence, and other written materials
· Operating personal computer applications software for word processing, spread​sheets, graphics, and basic desktop publishing
· Establishing and maintaining effective working relationships with those contacted in the course of the work
MINIMUM QUALIFICATIONS:
· Bachelor’s degree in a related field from an accredited college or university

DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Assessment experience
· Counseling and/or tutoring experience 

· Community College experience
· Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties with or without reasonable accommodations are:
· Manual dexterity to operate keyboards and manipulate papers
· Speech and hearing to communicate effectively with individuals and to groups

· Vision to read text, forms and computer screens
· Climb ladders, stoop and kneel to hang and otherwise set up signs and display materials
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