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Academic Specialist
Updated:  02/19/2002
FLSA:  Exempt



Dept or Office: Student Support Services 
Summary Description

Responsibilities & Duties

· Coordinates tutoring program including hiring, training, and supervising tutors.
· Develops and maintains educational resources and the resource library. 
· Coordinates retention alert program.
· Conducts study skills seminars and workshops.  
· Monitors academic progress of participants.  
· Conducts academic and financial aid counseling. 
· Provides services and accommodations for students with disabilities. 
· Conducts intake interviews, assess new participants, and develops participants’ Prescriptive Service Plan. 
· Speaks to various campus organizations to promote SSS.
· Serve as liaison to students’ instructors and campus staff. 
· Assists with tutoring as needed. 
· Participates in professional and TRIO organizations. 
· Seeks to incorporate computer and other technological resources. 
· Drives university vehicles to transport students to cultural events.  
· Other duties as assigned.  
Requirements – Education and experience
· Master’s degree preferred, Bachelor’s degree required in education or related field.  
· Teaching experience with at-risk students preferred.  
· Experience with administration of tutorial programs.  
· Knowledge of testing procedures and measurements.  
· Proven communication and human relations skills.  
· Proven academic advising skills.  
· Knowledge of financial aid procedures and university academic policies.  
· Leadership and supervisory experience.  
· TRIO programs experience preferred.  

Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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