Job Description

Position Title	Academic Coach/Advisor for Professional Technical Students	2016.142
Department	Department of Education
Compensation	DOE


Summary of Duties and Responsibilities
The Academic Coach/Advisor will teach pre-college courses and is responsible for providing academic advising and career counseling to academic and professional technical students attending the high schoo, the Coeur d’Alene Tribe institute or an off-campus college or university. The Academic Coach/Advisor will assist students in completing college/university applications, financial aid forms, scholarships, and for developing, implementing, and maintaining programs that enhance the successful retention of high school, Coeur d’Alene Tribe institute or college campus experiences for academic and professional-technical students.
Teach pre-college courses (i.e. English, Study Skills, reading, College Transition, Technology)
Assists in assessing (i.e. COMPASS, CIS, etc.) the academic preparation of incoming students and advise accordingly
Assist Coeur d’Alene Tribe Institute and off-campus students with admissions, scholarship searches, applications, financial aid, registration, and other college related questions
Provide academic advising and career counseling to new, current, and transferring students
Monitor progress towards the completion of a college degree or professional technical program
Develop a tracking system for student transcripts received, maintain records of student contact, advising, career counseling, credit evaluation, and follow-up
Track academic progress for off-campus students and make necessary referrals to facilitate success
Directs students into pre-college preparatory and pre-technical courses to prepare the student for program entry
Collaborates with Human Resource Directors to assist in placement
Travel to off-campus locations for on-site student recruitment, advising, and support
Collaborate activities with college and professional technical admissions and recruitment staff and work as a team member with off-campus educational and student services programs
Plans and assists with activities that familiarize students with the Colleges and Professional-Technical programs
Communicates with high school students, parents, faculty, counselors, and district personnel to provide information and answer questions
Develops and maintains relationships with high school and college staff to strengthen support for students
Gathers student data for various reports as needed for Director of Education and Tribal Council
Maintains a positive, helpful, constructive attitude and work relationship with supervisor, colleagues, students, and the community
Possess strong oral and written communication skills
Grant writing experience
Ability to gather data, compile information, and prepare Excel spreadsheets, reports and correspondence
Other duties as assigned
Minimum Qualifications
The requirements listed below are representative of the minimum knowledge, skill, and/or ability necessary for an individual to satisfactorily perform each essential duty and be successful in the position
Associate of Arts Degree or currently pursuing Bachelor’s degree and experience working with middle school students
Valid driver’s license required
---
[bookmark: _GoBack]An applicant may be asked to participate in an interview to establish whether he/she meets the minimum qualifications. Interviews do not create a right to employment and provide no promise or guarantee of employment with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy. Applicants are subject to a pre-employment drug test and at-random testing following employment. Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.
To apply, submit a Tribal Application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer, ID 83851. For more information, visit our website at www.cdatribe-nsn.gov  or call 208-686-4068.
Sign below stating you have read the above job description and fully understand the qualifications, duties and responsibilities required of this position. Return this job description with the application and your resume.
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