
 
Position Description - Unclassified 
 
Purpose of the PD: 
• To record the essential functions of the position 
• To record special requirements 
• To record required knowledge and skills to perform 

the duties of the position 

• To record special working conditions 
• To aid in recruitment and selection 
• To establish Management’s expectations 
• To provide a base for managing performance 

 
Position Status: 
Position Title Position Number 
 E 
Appointment (9mos.  / 12 mos. / Other) Contract Period (from / to) Department / Division 
 -  
Reports to Reports to Position Number 
 E 
Incumbent University ID # 
  

 
Program Information: 
A. Describe the general program in which this position exists. Include program purpose, size, scope and relationship to 

the University’s mission. 
 
 
 
 
 
 
 
 
 
 
 
B. Describe the purpose of this position and how it functions within this program. 

 
 
 
 
 
 
 
 
 
 
 



 
 

 
Western Oregon University reserves the right to change this position description at any time. | Created on / Revised: 

Position Information and Qualifications: 
A. Description of Duties/Responsibilities – List the major duties assigned to the position. Note percentage of time each 

listed duty is performed to total 100%. Indicate “E” = Essential, “R” = Revised 
Percent of Time Duties 
  



 
 

 
Western Oregon University reserves the right to change this position description at any time. | Created on / Revised: 

B. Required Qualifications 
List any certificates, licenses, academic degrees, or experience required to perform the duties of this position. Indicate if a 
combination of education and experience is acceptable. 
 

C. Preferred Qualifications 
Describe preferred education, experience, skills, licenses, certificates, and other qualifications for this position. 
 

D. Knowledge Areas 
List the major areas of knowledge that are required to perform the duties of this position. 
 



 
 

 
Western Oregon University reserves the right to change this position description at any time. | Created on / Revised: 

Budget Authority: 
Indicate the level of the position’s responsibility for the development, control, and monitoring of budget. Indicate the 
size of the budget. Check all that apply. 
 Develops, monitors*, and controls* 

*Monitor means to review and approve expenses; control means to 
authorize budget transfer at the department level 

$ 

 Delegated authority to monitor budget $ 

 Limited approval authority for purchase $ 

 Purchase only with higher level approval $ 

 
Supervisory Authority: 

If this position has the authority to act or effectively recommend action affecting employees in the following areas, check 
all that apply. 
 Hire  Assign Work 

 Transfer  Recommend salary adjustments 

 Discipline  Approve requests (i.e. leave) 

 Dismiss  Respond to complaints/grievances 

 Layoff  Conduct performance assessments 

 Promote  Give Direction 

 
Positions Supervised: 
Type # of Employees Total FTE 

 Teaching faculty   

 Classified staff   

 Unclassified staff    

 Student Employees (average per term)   

 Other (specify)   

 
Decision Making Authority: 
Describe the breadth and scope of decision-making authority and discretion the position has to formulate, implement, 
evaluate, approve and/or modify department and/or university policy, procedures, and/or programs. Describe the type 
of review and/or approval required by a higher level. 
 

 



 
 

 
Western Oregon University reserves the right to change this position description at any time. | Created on / Revised: 

Additional Information: 
List any additional information that would help describe the nature of the position. 
 

 
Acknowledgement: 

Employee Printed Name Employee Signature / Date 
  

Supervisor Printed Name Supervisor Signature / Date 
  

Reviewer (VP / Director) Reviewer Signature / Date 
  

Appointing Authority  Appointing Authority Signature / Date 
  

 

 

HR USE ONLY: 
Received by Date 
  
Position Class # (Ex. UF101) Employee Class  Job Location Appointment Percent 
    

CUPA-HR# / Title NOC Code Category Code SOC Code 
    

Actions Taken 

 NBAPBUD / NBAPOSN 

 NBAJOBS 

 PEAFACT 

 Electronically Filed 

 


	Untitled

	List any certificates licenses academic degrees or experience required to perform the duties of this position Indicate if a combination of education and experience is acceptable: 
• Bachelor’s Degree.
• Exceptional customer service skills, with direct experience with students in a higher ed environment preferred.
• Experience working with diverse populations and a demonstrated commitment to social justice.
• Technology skills, including experience with Microsoft Office and other web applications. 
• Excellent written and verbal communication skills. 
• Demonstrated use of advanced problem-solving and organizational skills. 
• Ability to maintain confidentiality of student records.

	Describe preferred education experience skills licenses certificates and other qualifications for this position: 
• Master’s degree in ethnic studies, mental health, education, social work, or related field. 
• Professional experience working in an advising, student success, or retention role within higher education. 
• Experience utilizing EAB Navigate student success software or similar systems. 
• Familiarity with Banner SIS/DegreeWorks.
• Knowledge of WOU programs, policies, degree requirements, and systems.
• Bilingual, especially Spanish or American Sign Language

	List the major areas of knowledge that are required to perform the duties of this position: 
• Knowledge of record management, word processing and spreadsheet systems is required. 
• Broad knowledge of university policies, procedures and General Education Program requirements. 
• General knowledge about higher education and sources of public information about higher education.
• Develop knowledge of WOU degree options and requirements.
• Ability to form and maintain effective relationships with students to monitor academic progress and help them develop relationships with other personnel on campus to transition to faculty advising. 
• Utilize developmental and intrusive advising. 
• Help students look at all the options available to them to achieve academic success. 
• Knowledge of student development theory, advising theory, and advising approaches and applications to advising practices. 
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	Total FTEClassified staff: 
	 of EmployeesUnclassified staff: 
	Total FTEUnclassified staff: 
	 of EmployeesStudent Employees average per term: 
	Total FTEStudent Employees average per term: 
	 of EmployeesOther specify: 
	Total FTEOther specify: 
	Describe the breadth and scope of decisionmaking authority and discretion the position has to formulate implement evaluate approve andor modify department andor university policy procedures andor programs Describe the type of review andor approval required by a higher levelRow1: This position will work in collaboration with the Program Coordinator and Advisor and Director to manage procedures related to the position description. They are encouraged to use their expertise to develop new processes, ideas, and practices that support student success, based on knowledge of student needs and goals. New or modified policies or programs require the approval of the Director of Student Success and Advising, who may also seek approval from the Office of Academic Affairs or other offices in central administration.
	List any additional information that would help describe the nature of the positionRow1: 
	Employee Printed NameRow1: 
	Supervisor Printed NameRow1: Niki Weight
	Reviewer VP  DirectorRow1: Rob Winningham
	Appointing AuthorityRow1: Judy Vanderburg
	Received byRow1: 
	DateRow1: 
	Position Class  Ex UF101Row1: 
	Employee ClassRow1: 
	Job LocationRow1: 
	Appointment PercentRow1: 
	CUPAHR  TitleRow1: 
	NOC CodeRow1: 
	Category CodeRow1: 
	SOC CodeRow1: 
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Yes
	Position Title: Degree Completion Assistant Coordinator and Advisor
	Position Number: 99196
	Appointment: 12 month Short Term Appointment
	From: 05/01/2021
	To: 03/31/2022
	Department / Division: Student Success & Advising
	Reports to: Director of Student Success & Advising - Niki Weight
	Reports to Position #: 99823
	Incumbent: TBD
	University ID: TBD
	A: Student Success and Advising (SSA) supports all WOU students through personalized advising, academic interventions, and peer-tutoring services. Specific groups we serve include: students who are still exploring majors, Pre-Nursing and Interdisciplinary Studies students, transfer and prospective students, international students, students with academic standing holds, students referred by faculty, and Dream. US scholars, but we also provide general advising support, success planning, and degree completion assistance for all students. Other academic support services we provide include free Peer-Tutoring for English as a second language, study skills, and course-based tutoring for over 20 subjects (aside from Math, Science, Computer Science, and Writing). Our main focus is to align students’ personal and professional goals with efficient and effective degree pathways in order to empower their growth at WOU and beyond. The office staff consists of a director, assistant director, three academic success advisors, a tutoring coordinator/academic success advisor, a bilingual academic advisor, an international academic success advisor, an academic program coordinator and advisor, and an office coordinator/academic advisor. Potentially all students at WOU may be impacted by this office.
	B: The Degree Completion Assistant Coordinator and Advisor will provide program coordination assistance and general advising support to the Director and IDS Program Coordinator and Advisor on degree completion and retention initiatives. This temporary position will have a primary focus on personalized outreach and support for students who have left WOU to identify a pathway to return and complete their degree. This position functions within SSA by providing administrative support to facilitate degree completion projects, help students through the enrollment and degree planning process, and manage other tasks and duties as assigned to assist the work of SSA. 
	% of Time: 
60% (E)










35% (E)





5%
	Required Qualifications: Provide administrative and student support to SSA on degree completion initiatives:
• Using university data and reports, compile lists of students who have left WOU without completing their degree and are close to graduation. 
• Coordinate and conduct personalized outreach to students on degree completion lists via email, phone, mail, etc. 
• Assist students in the understanding reentry process prior to registration, including re-enrollment paperwork, connect with advisors or other departments, tracking registration status, questions related to holds, assisting with petitions, entering exceptions, etc.
• Update degree completion lists to track status of students in the degree completion initiative and author quarterly reports to showcase impact and status of the program.

Support additional retention efforts managed by SSA: 
• Provide general advising support to degree completion students or other students as needed 
• Help manage IDS Program processes as needed
• Other duties as assigned for any projects that directly impact student retention and graduation. For example, contacting students who have not registered, managing registration nudge campaigns, etc.


• Other duties and special projects, as assigned.
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