
Position: Academic Support Services Coordinator 
 
Department: Freshman Studies & Academic Enhancement 
 
Reports to: Assistant Dean of Freshman Studies and Academic Enhancement 
 
Job Summary: Coordinates academic support services through advisement, instruction, program 
development and execution. 
 
Duties and Responsibilities: 
 

 Supports the monitoring and implementation of intervention, resource, and retention 
programs for academically at-risk students.  

 Coordinates the Removing Obstacles to Success (ROS) program, and similar such 
programs, in order to assist students who have fallen below the College’s academic 
standard each semester. 

 Assists in maintaining appropriate student records to monitor student progress for the 
purpose of providing recommended solutions to improve students' progress and 
success. 

 Conducts the ROS workshops, small group discussions and individualized consultation 
with students with GPA’s below 2.0.  

 Meets with students who have been academically dismissed and assists them in their 
return to the College after completing coursework at a community college. 

 Serves as an instructor for approximately 2-3 sections of freshmen seminars and 
transfer student seminars during the Fall and Spring semesters; academically advise and 
teach college survival skills to students. 

 Serves as the academic advisor for students in the Project Access program, and similar 
such programs. 

 Provides student-centered academic advisement to undergraduates, with an emphasis 
on services to first year and second year students. Advises students in the development 
and completion of their academic and career goals. 

 Develops and maintains case files and records of students in order to monitor student 
progress, and provides summary reports as required. 

 Prepares course substitutions and waivers for the Assistant Dean of Freshman Studies 
when meeting with advisees. 

 In collaboration with the College’s Academic Enhancement Center, assists in the 
coordination of academic support programs for students in the Project Access, and 
similar programs; related duties include, but are not limited to, classroom 
presentations, workshops, and one-on-one meetings. 

 Conducts assessments of office programs, including, but not limited to, orientation 
programs and academic support and retention initiatives. 

 Collaborates with the College’s Institutional Research personnel concerning surveys and 
focus groups geared to understanding the needs of the academically at-risk student 
population. 

 Maintains academic resources for students such as online videos on time management 
as well as booklets and guides. 

 Assists in the implementation of new student orientations.  



 Presents information on the first year college experience to students and parents during 
events, which include, but are not limited to, parent orientations and open house 
events. 

 Participates in specific weekend and evening events during the academic year, which 
include, but are not limited to, the College’s open house, student placement and 
orientation events. 

 Stays current with the College’s rules and policies and directs students to resources 
within the College, as appropriate. 

 Performs all other duties as assigned. 
 

Qualifications: 
 

 Master’s degree from an accredited program required, preferably in the area of higher 
education administration, student personnel, or related area 

 1-3 years’ of experience in higher education or related field is required 
 Culturally sensitive with a deep understanding and appreciation of a multi-cultural 

student community  
 Ability to multi-task and remain detail-oriented 
 Excellent time management and organization skills 
 Proficiency with MS Office to include Outlook, Word and Excel 
 Strong oral and written communication skills 
 Ability to work independently, collaboratively, and under supervision 

 
Interested applicants can apply by clicking HERE 
 

https://form.jotform.com/sfcollege/acad_coord

