STERLING COLLEGE

Academic Support Director
Job Description – April 2016
Reports to:  Vice-President for Academic Affairs
Description:  Provides academic support programming and services, disability accommodation plans, and potential classroom instruction to assist students in succeeding academically at Sterling College.  This is a 10-month contract, running August 1st through May 31st of the academic year.
Qualifications:
· A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.   
· Demonstrated interpersonal skills related to working with diverse students, faculty and staff in the classroom, study hall, and in one-on-one meetings
· The ability to manage a complex schedule of student appointments, committee meetings, and classroom instruction
· Detail oriented with ability to work accurately, as well as prioritize responsibilities
· [bookmark: _GoBack]Working knowledge of Microsoft Office, especially Word and Excel programs, including the ability to learn and apply skills to new software programs
· Ability to acquire knowledge of disability accommodations requirements and processes
· An understanding and support for the goals of education in a liberal arts, Christ-centered, undergraduate college
Responsibilities:
· Provide leadership and overall management of academic support services
· Assess Sterling College's current policies and practices and develop a strategic plan to support student learning needs and retention
· Manage data entry regarding student involvements, within the student information system
· Supervise and guide the Athletic Mentor position
· Manage the Early Alert Program, as well as the Student Tutoring Program
· Teach GD104: Academic Success every semester for select students on academic probation
· Potentially teach developmental courses in subject areas as qualified  
· Manage student disability accommodations
· Meets regularly with the Sterling College Athletic Director, further bridging the support between academics and athletics
· Work closely with coaches and faculty regarding student attendance, study hall, and academic performance
· Serve on the Student Success Committee and Admissions Committee
· Administer and proctor exams including the COMPASS and CLEP tests
· Some evening hours required
· Other duties as assigned by the VPAA

Education/Experience:
· Bachelor's degree required (Master’s degree preferred)
· Teaching experience in higher education preferred 
· Familiarity with best practices in academic support and effective strategies for aligning student motivation (preferred)
