Advisement Coordinator

Responsibilities

Advisement Liaison
· Act as department liaison to administration, Registrar, Orientation, Transfer Coordinator and Coordinator of First Year Programs regarding any advisement issues.

· Coordinate release of bulletins, PINs, and/or newsletters to ensure majors and faculty are informed of registration.

· Provide department chair with an annual advisement report.

Faculty Training

· Attend all Advisement Coordinator meetings.

· Train all new departmental faculty on advisement, registration, First Year Advisement, and other relevant issues.

· Regularly train all departmental faculty on General Education, degree requirements, and other advisement issues that may arise.

· Disseminate updated advisement information to all faculty members in the department.

· Ensure that advisors are available for all transfer registration programs (winter and summer).

Students

· Meet with all newly declared majors/minors and potential majors/minors

· Coordinate declaration of major/minor and change of major/minor procedures.

· Assign all incoming transfer students to advisors within the first week of classes.

· Make sure all advisors and students are informed who their advisor is.
· Coordinate lists of incoming and continuing majors for each semester to ensure BANNER information (major and advisor) is correct and that the appropriate faculty has access to the students’ records on myOswego.
· Coordinate the transition from the First Year Advisor to Sophomore Advisors (including updating BANNER).

Technology

· Make sure all advisor assignments and changes are entered into BANNER properly (see BANNER guide at the following advisement resource site).  http://www.oswego.edu/advisementresources
· Create and Maintain Advisement Materials as Needed.

· Maintain the Record of Progress Reports for majors and minors in the department and make sure they are posted on departmental website in order to be linked from the following site: http://www.oswego.edu/student/success/compass/Compass_Major_Exploration/Record_of_Progress.html
· Maintain a list serve to ensure that updated advisement information can be disseminated in a timely manner.

Other responsibilities will depend on the specific department and may include maintaining departmental website, staffing open house booths and/or presentation, Peer Advisor recruitment, training, scheduling, and supervision, overseeing career night, speakers, and department newsletters, and/or overseeing Off-Campus Study approvals and Program Deviations
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