
 
 
 

 
 

 
 
 
 

 
 
 
 

 
 

GENERAL FUNCTION: 

Under the supervision of the Dean of Academic Support, the Academic Advisor/Success Coach serves as a mentor and 
advisor to students, participating and supporting the College’s student success initiatives.  The Academic 
Advisor/Success Coach meets with students (including at-risk students) on a regular basis providing mentoring, advising, 
counseling, orientation, and career planning services.  The Academic Advisor/Success Coach helps transition students 
into college, monitors student’s academic progress, and helps students transfer to career and/or higher education 
opportunities.  The Academic Advisor/Success Coach also serves as a front-line communicator for the early alert system 
working directly with faculty, staff, and students addressing issues such as of low grades, lack of academic progress, 
and excessive absenteeism.   

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Assesses student’s admissions data such as NCDAP, Accuplacer, SAT and ACT scores and transcript data to 
determine course level placement 

 Provides academic advising, career planning, and degree planning services for traditional and distance learning 
students 

 Assists student in developing an academic plan based on career goals and answers specific inquiries relative 
to the college’s policies and procedures 

 Provides academic counseling by assisting students in setting and achieving academic goals 

 Manages a caseload of first-year academic advisees and special student populations including “at-risk” students. 

 Support the College’s early alert program 

 Utilizes technology effectively to monitor students’ progress toward goal or degree completion and records 
student interactions 

 Assesses student needs and delivers timely and accurately information to student about available resources 
and services 

 Informs students of transfer options at four-year institutions after completion of a two-year program 

 Assists in developing and maintain effective advising materials for faculty, staff, and students 

 Develops, schedules, and instructs academic support courses as needed 

 Participates in open house and orientation activities, including evening, weekend events  

 Participates in college-wide and services, events, and activities to promote the growth of the college 

 Contacts active and inactive students to assist them with progressing to completion and/or returning to college 

 Participates in professional development activities and maintains knowledge of current trends 

 Serves on committees related to academic support, advising, and success as needed 

 Supports the college’s efforts with grant writing and grant preparation as needed 

 Performs other related duties as required 

MINIMUM REQUIREMENTS: 

 Bachelor’s Degree 

 Three years’ experience in an academic setting 

 Skill in establishing and maintaining a student-centered and effective working relationship with students, faculty, 

staff and the public; commitment to a team building approach 

 Ability to think “outside of the box” and embrace change 

 Ability to communicate effectively, skilled in presenting ideas and concepts orally and in writing 

 Computer skills including word processing, spreadsheet, statistical and web page functions 

 

Job Description 

Job Title: Academic Advisor/Success Coach            FLSA: Non-Exempt  
Reports to: Dean of Academic Support    Date: October 2016 

The incumbent in this position is expected to support the College in achieving its mission and goals.  Student 

focus, college services, and a willingness to assist as needed are expected from all employees. 



 
 
 

PREFERRED REQUIREMENTS: 

 Master’s Degree or higher preferred 
 

 

Salary range is determined by the candidate’s education and experience. The position will remain open 
until filled and subject to budget availability. A completed and signed Brunswick Community College 
application, a letter stating your qualifications related to the position requirements, skills and abilities, and 
resume are required. Applications may be found online at www.brunswickcc.edu. Applicants should send 
all documents and inquiries to: Human Resources, Brunswick Community College, PO Box 30, Supply, 
NC, 28462. Fax (910) 754-8229 Telephone: (910) 755-7300 
 

BCC is an Equal Opportunity Employer 
 


