
 
  

Director of Advising Center 
 

Applications are being accepted for a full-time Director of Advising Center.  This position 

reports to the Dean of Student Services. This position leads the college’s advising efforts, 

developing a cohesive infrastructure and programming across curricular and co-curricular 

departments. Coordinates advising activities for all students, including Early Admit high school 

students and serves as the liaison between the college and high schools. 

 

SKILLS AND QUALIFICATIONS 

Education and Experience:   

Minimum:  Bachelor’s degree required along with 2 years of experience in education directly 

related to the duties and responsibilities specified.                                                              

Preferred:  Master’s degree in Student Affairs, Student Personnel Administration, Higher 

Education Administration, or Counseling & Guidance. Advanced knowledge of advising and 

counseling techniques and philosophies including NACADA advising standards, and student 

development theory.  Prior knowledge and experience with Early Admit high school programs. 

Necessary Knowledge, Skills, and Abilities:   

 Ability to travel to various locations 

 Ability to cultivate and maintain positive and functional collaborations with diverse 

curricular and co-curricular stakeholders 

 Ability to disseminate accurate information regarding department and college policies, 

procedures, and requirements 

 Skills in judgment and decision-making and problem solving  

 Knowledge and experience in working with at risk students, first generation college 

students, reentry or former students, and students with disabilities 

 Skills in project management, event planning and assessment, including establishing and 

measuring program and/or learning outcomes 

 

A complete job description is attached. 

 

 

Internal candidates need only submit a letter of interest and any additional information that will 

update and complete their personnel file (updated resume, recommended).  All such information 

  
 

  POSITION ANNOUNCEMENT 



should be submitted to careers@northweststate.edu using “Director of Advising Center” as the 

subject line. 

  
________________________________________________________________________________ 

 

For a complete listing of current Employment Opportunities, visit www.northweststate.edu and click on “Community” then 

“Employment Opportunities.” 
 

Office of Human Resources 
Northwest State Community College 

22600 State Route 34 

Archbold, OH 43502 
 EOE   M/F/D/V 
 
Northwest State Community College is an Equal Opportunity Employer and educator that does not discriminate on the basis of race, color, national origin, sex, sexual 

orientation, genetic information, religion, age, disability or military status in employment or the provision of services. 

 

In accordance with the Americans with Disabilities Act, it is the policy of Northwest State Community College to provide reasonable accommodations to persons with 

disabilities.  When contacted for an interview, an applicant who requires special accommodations due to a disability should notify the Human Resources office at the 

time he/she is contacted so that proper arrangements can be made for the interview. 

mailto:careers@northweststate.edu


 

 

 

 

 

POSITION TITLE:  Director of Advising Center 

DEPARTMENT:  Student Services 

APPOINTING AUTHORITY: Vice President for Academics and Student Services 

SUPERVISOR:  Dean of Student Services 

GRADE LEVEL: Exempt; Graded Level 3 

  

GENERAL PURPOSE 

 

This position leads the college’s advising efforts, developing a cohesive infrastructure and 

programming across curricular and co-curricular departments. Coordinates advising activities for 

all students, including Early Admit high school students and serves as the liaison between the 

college and high schools. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

1. Collaborates with academic deans, faculty, college coordinators, co-curricular offices, 

and other relevant stakeholders to ensure consistent advising practices and cohesive 

communication to students regarding advising-related policies. 

2. Assists in training and educating the college community in advising best practices. 

3. Visits colleges and high school guidance counselors for early admit programs. 

4. Serves as the liaison between the college and high school guidance counselors for early 

admit programs.   

5. Coordinates advising activities for all students, including Early Admit/Dual Enrollment 

programs and assists with advising Early Admit high school students.  Coordinates the 

delivery of orientation and other academic services as necessary. Registers Early Admit 

students into qualified college classes. 

6. Ensures that the college is compliant with Early Admit legislation or any other 

regulations related to Early Admit programs. 

7. Uses a holistic advising approach working with other college staff to establish 

individualized, collaborative relationships with students to learn their skill levels, 

aptitudes, interests, and strengths; continuously track and intervene as appropriate. 

8. Coordinates with other Student Services personnel, identify at-risk students and engage in 

appropriate proactive intervention to increase retention.  



9. Coordinates with student orientation programs for all students, develop and implement 

innovative advising programs, workshops, and services to meet the needs of a changing 

student body. 

10. Keep detailed statistics about the status of academic advising at the college on a 

consistent basis and the efficacy of initiatives; utilize available data to develop reports on 

a regular basis. 

PERIPHERAL DUTIES 

 

Other duties as assigned 

 

SKILLS AND QUALIFICATIONS 

Education and Experience:   

Minimum:  Bachelor’s degree required along with 2 years of experience in education directly 

related to the duties and responsibilities specified.                                                             

Preferred:  Master’s degree in Student Affairs, Student Personnel Administration, Higher 

Education Administration, or Counseling & Guidance. Advanced knowledge of advising and 

counseling techniques and philosophies including NACADA advising standards, and student 

development theory.  Prior knowledge and experience with Early Admit high school programs. 

Necessary Knowledge, Skills, and Abilities:   

 Ability to travel to various locations 

 Ability to cultivate and maintain positive and functional collaborations with diverse 

curricular and co-curricular stakeholders 

 Ability to disseminate accurate information regarding department and college policies, 

procedures, and requirements 

 Skills in judgment and decision-making and problem solving  

 Knowledge and experience in working with at risk students, first generation college 

students, reentry or former students, and students with disabilities 

 Skills in project management, event planning and assessment, including establishing and 

measuring program and/or learning outcomes 

 

SUPERVISION RECEIVED 

Reports directly to the Dean of Student Services 

 

SUPERVISION EXERCISED 

 

Directly supervises the Coordinator for Transfer Services. Carries out supervisory 

responsibilities in the advising center office. Carries out supervisory responsibilities in 

accordance with the NSCC policies and applicable laws. Responsibilities include interviewing, 



hiring, and training employees; planning, assigning and directing work. Appraisal performance, 

rewarding and disciplining employees, addressing complaints and resolving problems. 

 

RESPONSIBILITY FOR PUBLIC CONTACT 

 

The position frequently meets or is in contact with prospective, current, and former students, 

high school guidance counselors, parents, the general public, and government agencies. 

 

LICENSING AND REGULATION 

N/A 

TOOLS AND EQUIPMENT USED 

Personal computers and other general office equipment 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

While performing the duties of this job, the employee is frequently required to sit, talk, and hear. 

The employee is occasionally required to walk; use hands and fingers to feel, handle or operate 

objects, tools, or controls; and reach with hands and arms. 

The employee must occasionally lift and/or move up to 30 pounds. Specific vision abilities 

required by this job include close vision and the ability to adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

The work is performed primarily in an office setting. The noise level in the work environment is 

low. 

The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific statements of duties does not exclude them from the 

position if the work is similar, related or a logical assignment to the position. 

 

 


