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Academic Advising Center 2008 
Facts-at-a Glance 

 
Professional Staff 

1 Director                                                               
4 Senior Associate Directors 
1 Administrative Assistant II 
1 Professional Department Assistant 
1 Program Assistant 
37 Academic Advisors 
 

Students 
Student Caseload:  9,578 
 
Student Traffic 

• 21,299  visits fall semester 
• 15,776  visits spring semester 

 
Students by Status 

Year Freshmen Sophomore Junior Senior Other Total 
Number 3938 2982 1473 929 256 9578 

 
 

Majors Advised 
 
Majors/Designations/Programs: 69 

• All first-year CLAS undergraduate majors except Physics, Speech & Hearing, Pre-
Nuclear Medicine Technology (46) 

• Open Majors (1) 
• Pre-Majors: Actuarial Science, Athletic Training, Business, Clinical Lab Sciences, 

Communication Studies, Elementary Ed, Exercise Science, Journalism, Nursing, 
Pharmacy, Radiation Sciences Therapeutic Recreation, Social Work, (13) 

• Pre-Professional:  Chiropractic, Law, Medicine, Mortuary Science, Optometry, Physical 
Therapy, Physician’s Asst, Veterinary Medicine (9) 

 
Majors Advised to Graduation 

• All Pre-Professional Designations 
• International Studies 
• CLAS International Business Certificate 
• BAIS pre-approved tracks 

 
Selective Admission Undergraduate Majors: 13 
 

Retention Programs 
• Courses in Common 
• IowaLink 
• College Transition and Transfer Transition (in collaboration with Orientation Services) 
• College Success Seminar 
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Academic Advising Center Position Notice 
***ACADEMIC ADVISOR*** 

 
 
POSITION:   Academic Advisor in the Academic Advising Center.   
Requisition #XXXXX.  Specified term appointments, with number of positions and percentage 
of time depending on vacancies, funding, and needs of the Center.  Anticipated start date X X, 
2009. 
 
PAY: $27,621 (75% time) to $36,828 (full-time) to commensurate annual salary. Professional 
staff appointment with benefits.   
 
BASIC FUNCTION AND RESPONSIBILITIES: Advise open majors (students who have not 
chosen a major), pre-business majors, pre-professional students (e.g., pre-medicine, pre-law), 
students seeking admission to selective programs (e.g. Journalism Interest, Nursing Interest) 
and first-year students with declared majors in Liberal Arts and Sciences (e.g., Biology, 
English, Psychology).  Serve as consultants to faculty, departments and colleges about the 
effects of curricular and procedural changes on students’ education.  Design and deliver 
recruitment and retention programs. 
 
CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 
• Advise a caseload of undergraduate students on academic matters ranging from selecting 

a program of study and developing academic plans to schedule-building and registration; 
• Refer students to appropriate departmental offices, faculty, and support services for help 

with academic, personal, and career counseling, academic skills development, and 
financial aid; 

• Assist students in exploring career options in relation to their academic programs of study; 
• Support students as they make the transition from high school to college; 
• Maintain systematic and frequent contact with advisees; 
• Maintain detailed records of conferences with advisees; 
• Participate in orientation sessions, workshops, and other programs; 
• Participate in initial and continuing training programs and in regular staff meetings; 
• Contribute to the continuing development of the Advising Center through committee work 

and through work with academic departments and other campus offices; 
• Write letters of recommendation for students applying to professional programs and for 

scholarships; 
• Develop and present recruitment and retention programming (e.g., informational sessions 

for students and parents, teaching the University first year experience course); 
• Serve as liaison to department, office or college; 
• Advocate on behalf of students with faculty, staff, colleagues, and parents, as appropriate; 
• Answer questions about advising from parents and the general public. 
• Seek opportunities to enhance professional knowledge, skills, and abilities. 
• Represent the interests of the University and of the Center leadership in the use of 

resources; strive to promote continual improvement of process and quality. 
• Welcome diversity among students and colleagues. 
• Demonstrate respect for all individuals. 
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SUPERVISION RECEIVED: General supervision is received from the Director of the Academic 
Advising Center or from other designated officials.  
 
REQUIRED QUALIFICATIONS: 
• A Master's degree, or an equivalent combination of education and experience, is required. 
• Some experience (6 months – 1 year) working directly with undergraduate students in an 

academic setting is required. 
• Demonstrated knowledge of and ability to address the advising needs of undergraduate 

students (as evidenced by excellent written answers to application questions) are required. 
• Ability to effectively interact with diverse populations while representing the Center and the 

University to internal and external constituents (as evidenced by excellent written answers 
to application questions) is required. 

• Excellent organizational, interpersonal, and communication skills are required. 
 
DESIRABLE QUALIFICATIONS: 
• Some experience (6 months – 1 year) in undergraduate academic advising is desirable. 
• Some experience (6 months – 1 year) in college teaching at the undergraduate level is 

desirable. 
 
TO APPLY:   
Required application materials listed at http://www.uiowa.edu/web/advisingcenter/employment  
 

 
Application Deadline is X X, 2009 

 

 
 
The University of Iowa prohibits discrimination in employment, educational programs, and 
activities on the basis of race, national origin, color, creed, religion, sex, age, disability, veteran 
status, sexual orientation, gender identity, or associational preference. The University also 
affirms its commitment to providing equal opportunities and equal access to University 
facilities. For additional information contact the Office of Equal Opportunity and Diversity, (319) 
335-0705.



The University of Iowa 
Academic Advising Center 

Additional Information about AAC and the Position of Academic Advisor 
 
   1. General Operations: The Advising Center is a large, busy office serving over 9,500 

undergraduate students, most of them first-year students and sophomores.  AAC 
advises Open Majors (students who have not declared a major); students seeking 
admission to a selective program (e.g., Journalism Interest, Nursing Interest); pre-
professional majors (e.g. pre-law, pre-medicine); students with declared majors in 
other Liberal Arts and Sciences departments; and students in academic crisis 
(changing goals, experiencing academic difficulties).  AAC also administers a number 
of student retention programs. 

 
The AAC staff currently includes 36 advisors, 3 advising support staff, 11 work-study 
students, 3 administrative support staff, and a 5-person administrative team.  The 
Academic Advising Center is located in the Pomerantz Center, on the east side of 
campus. 

 
   2. Philosophy and Goals: The Center was established to provide students with advising 

support as they plan their programs of study.  Advisors pursue a proactive philosophy, 
monitoring students who are experiencing academic difficulty and students who have 
special needs. 

 
An important goal of the Center is to support students as they choose their majors and 
develop academic plans.  Advising support includes helping advisees to set goals and 
teaching them how to gather information, how to use that information to make viable 
decisions, and how to evaluate those decisions.  Advisors try to help students learn to 
be their own best advisors, and to negotiate a large, complex university successfully. 

  
   3. Characteristics of Advisors.  We seek individuals who: 
 

• Are genuinely interested in becoming involved in the details of students' lives (during 
most of the year, the entire workday is spent talking with students); 
 

• Understand the typical situations of entering students and the demands of the 
classroom; 

 
• Work well one-on-one with students; are not overly directive or judgmental; 

 
• Are able to solve problems and teach students how to solve problems; 

 
• Are direct, diplomatic, and compassionate;  

 
• Are emotionally resilient enough to experience and control a range of emotions 

(including frustration, joy, pity, anger, sorrow, and triumph) in the span of a single day 
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and in no particular order, as one student replaces another in the office chair;  
 

• Function well in stressful situations and are resourceful and capable when faced with 
angry or distressed persons; 
 

• Work well with details, and are able to adjust quickly when those details change; 
 

• Respond flexibly and constructively to changing or unexpected circumstances; 
 

• Work quickly and accurately against deadlines; 
 

• Collaborate well with teams of other advisors; 
 

• Are able to work in a professional manner with AAC colleagues as well as faculty and 
staff throughout the University; 

 

• Have well-developed group presentation skills; 
 

• Are committed to ongoing professional development in the field of academic advising.  
 

 
   4. The Position of Academic Advisor. 

• Academic Advisor is a professional appointment with fringe benefits.  An AAC advisor 
appointment may be 3/4-time, 7/8-time, or full-time. Appointments are negotiated when 
employment offers are made and are based on Center needs and funding. 

 
• Each advisor is responsible for a caseload of approximately 255 to 340 students 

(caseloads are prorated by the advisor’s percentage of time).  Advisors schedule at 
least two conferences per semester for each advisee; in addition, advisors track and 
contact students on probation, students who receive delinquency notices, and 
students who have special advising needs. 

 
• Advisors are responsible for keeping detailed records for each student and for writing 

a detailed report of each contact with a student. 
 

• Advisors are expected to contribute to professional service for the office (e.g., develop 
and present recruitment and retention programming, serve as liaison to an academic 
department, program, or college).  Advisors are also expected to serve on committees 
in addition to direct work with students. 

 
• Advisors participate in an intensive training program, followed by an extensive staff 

development program. Advisors are expected to learn the course and major 
requirements for the College of Liberal Arts and Sciences, the College of Business, 
and specific majors and programs, and to become familiar with campus resources and 
with University rules and regulations.  Advisors are expected to learn and to use 
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advising skills and attitudes appropriate for advising University of Iowa 
undergraduates. 

 
• Advisors need to be able to present concise, accurate information to students, faculty, 

staff, and/or parents at meetings and programs. 
 

• Advising activity peaks during Summer Orientation in June and July and during 
planning and registration periods in mid-August, September, October, November, early 
December, mid-January, March, and April.  The position requires the ability to work 
rapidly under pressure, the capacity to exercise responsible professional judgment, 
and the flexibility to adapt rapidly to changing situations. 

 
• The Advising Center is open from 8-5 daily, and has some evening hours as well.  

Advisors work at least four hours each weekday and may be requested to work at 
specific hours to provide adequate staff coverage.  During peak traffic periods, 
advisors should expect to work additional hours. 

 
• Vacation may be taken during times when the University is not in session (late May, 

late July, early August, late December, early January, and mid-March), and is not 
ordinarily taken at other times. 

 
• The work Academic Advisors are asked to perform at the Center is very demanding.  

Traffic at the Center is heavy during most of the year, and the crises and problems in 
students' lives tend to be unpredictable. The entire workday is filled with student 
appointments for periods of weeks at a time.  Because the Center works by 
appointment, advisors have little flexibility in their schedules during the workday. 

 
• Many factors that influence students' academic progress are not under the advisor's 

control.  At times, the work may be emotionally draining, but it has many high points 
and rewards as well, including the opportunities to make a difference in students’ lives 
and to work with diverse colleagues in a collaborative work environment. 



Name ______________________________  
 

 BA MA PHD   

Field  
 

  

Institution  
 

  

 
Qualification Yes No Years

Comments 
REQUIRED     

MA     
Exp. working directly w/ 
undergrads in academic setting 
 

    

Demonstrated knowledge of and 
ability to address the advising 
needs of undergrads (in answers) 
 
 

    
 
 
 

Ability to effectively interact w/ 
diverse populations while 
representing AAC and UI to 
internal and external constituents 
(in answers) 
 

    

Excellent organizational, 
interpersonal, and 
communication skills 
 

    

     
DESIRED     
Experience w/ undergraduate 
advising 
 
 
 

    
 

Experience w/ college teaching  
(undergraduate) 
 
 
 

    

     
Related Experience 
 
 
 
 

    

 
  Rating Type Yrs Related Exp.   
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