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Job Title: 		Academic Advisor 
Job Number:			A-242 | VIP: 1397		
Band:			OPSEU-9				
Department: 			Colleges		
Supervisor Title: 	College Principal 
Last Reviewed:			December 17, 2025

JOB PURPOSE:
The Academic Advisor plays a key role in supporting student success across Trent University’s collegiate system. Reporting directly to a College Principal and working under the operational oversight and coordinated leadership of the Manager, Collegiate Academic Supports, the Academic Advisor is responsible for the development, delivery, and ongoing enhancement of academic advising services in a college. Academic Advisors support students from the point of application through to graduation, with a focus on educating students about university requirements, policies, and procedures, empowering student decision making and supporting student wellbeing. 
Key Activities:
Student Academic Advising
· Advises incoming, current, and former (including university and college transfer) students regarding appropriate academic programs, courses, and majors based on criteria including, but not limited to: degree requirements and program choices/schedules, the student’s interests, previous educational experience (articulations, transfer credits), current academic standing, finances and employment needs. Advising may be accomplished through in person, video conferencing, and online communication.
· Assists students in developing knowledge, capacity, and self-trust related to their educational pathways and choices. 
· Advise students who are entering Trent through untraditional pathways about their degree options and next steps, while educating on admission requirements and pathways available to them
· Develop and facilitate group academic advising sessions and seminars related to academic standing, degree planning and academic goal setting.
· Create advising initiatives for special populations of students including, but not limited to, varsity athletes, winter and summer admit students, and transfer students. 
· Monitors student enrolment status and records. 
· Assists students in their understanding of academic regulations, policies, and requirements.
· Advises students regarding appeals related to academic integrity. 
· Supports the development of Individualized Study programs, including assisting students in preparing the submission of their program for approval and monitoring progress. 
· Maintains a tracking system for individual student academic progress and advice provided.
· Provides support for students by liaising with departments and faculty at Trent, initiating referrals to on-campus or community-based support, while ensuring privacy and confidentiality are maintained as required by FIPPA. 
· Responsible for understanding and disseminating information about changing academic program requirements and policies at Trent University with students and stakeholders.
Students At Risk
· Develops and evaluates programming to increase student success and retention, including working with faculty and the Office of the Registrar to provide “early-intervention” systems to identify and support with students at academic risk.
· Monitors, provides outreach, and delivers support and programming to students who are at-risk academically, or on academic probation, or who are returning to their studies from academic suspension. 
· Recognizes situations when students are experiencing significant personal or academic issues and provides appropriate advice and referrals as necessary. 
· Offers compassionate and responsive academic advising support during times of personal difficulty by assessing needs and providing guided referrals to trusted internal and external resources. 
· As appropriate, consults with, and provides advice and referrals to: College supports, Academic Skills, Faculty, Departmental Chairs, Registrar’s Office, Financial Aid Office, Financial Services, Student Accessibility Services, Counselling Services, and other on- and off-campus resources.
· Educate students on their options and rights for petitions and appeals based on academic regulations and assists students in the preparation of petitions to the Committee on Undergraduate Petitions (CUP). 
Programming and Campus Engagement
· Develops and supports programming related to advising to increase the student support capacity of student staff, staff, and faculty, and to enhance the overall student support network on campus. 
· Works to ensure seamless academic transitions, based on sound research and best practices, through multiple student transitional points including, but not limited to advising students during Summer Orientation; Orientation Week; Transfer Student weeks, students returning from suspension, etc.
· Manages email communication (including through the general advising account) with students providing timely and thoughtful responses to a variety of inquiries from students and campus partners. 
· Serves on university committees as required, including Undergraduate Studies Committee. 
· Reviews and provides feedback for articulation agreements between Trent and other post-secondary institutions to ensure a smooth transition for students participating in partnership agreements. 
· Consults and collaborates with university administration such as the Registrations office, Dean’s office, Department Chairs and faculty regarding academic policies, systems, and requirements.
· Creates and maintains a suite of online resources related to academic advising for students to access. 
· Develops and informs a social media strategy for academic advising that is educational, engaging and provides ongoing useful content. 
· Participates in and contributes to college activities and events.
Student Recruitment
· As required, provides comprehensive information about the University’s undergraduate degree programs and associated special programs and opportunities as well as detailed admissions information.
· Liaises with departments and programs to assist students transitioning into further education at Trent University such as graduate and post-graduate studies.
· Works in conjunction with the Recruitment and Admissions Office to identify and support effective liaison strategies for recruitment.
· Participates in open house events, OUF and other recruitment strategies to educate prospective and incoming students about the variety of degree options available.
Administration
· Participates in and contributes to college activities and events.
· Liaises closely with the other Academic Advisors to provide consistent and seamless support.
· Plays a key role in the design, delivery, and continuous improvement of training for new academic advising team members, contributing expertise to ensure alignment with academic requirements and policies, professional advising competencies, and Trent’s student life cycle.
· Engages in ongoing professional development and training to ensure skills and knowledge are at a high level to meet the evolving needs of the campus population.
· Maintains professional development through membership and active participation in relevant organizations (e.g., NACADA, CACUSS).
· Participates in collegiate traditions and activities, sits on relevant committees, and runs relevant special projects upon request.
Education Required:
· Masters’ Degree with a preferred specialization in Higher Education Administration, Academic Advising, Student Affairs/Services, or related field.
· Additional credentials and/or training in Counselling and/or Mental Health Support are assets.
Experience/Qualifications Required:
· Three (3) years’ professional experience providing individual support for students in a post-secondary setting.
· Demonstrated experience advising primarily undergraduate students around course planning, academic regulations, and degree requirements. 
· Knowledge of academic advising, including advising models, theories and techniques.
· Demonstrated advising experience in more than one degree, program, or discipline, and in working with students in all years of study.
· Demonstrated experience with students who have experienced academic difficulty and/or difficulties with degree progression.
· Demonstrated understanding of post-secondary structures, academic policies, procedures and regulations, and student needs and supports.  
· Demonstrated strong communication and interpersonal skills in individual and group settings; active listening skills; teaching/presentation skills; strong writing skills are all required. 
· Demonstrated ability to work effectively with a diverse student body in a cross-cultural environment. 
· Demonstrated ability to work independently in a multi-tasking environment that requires a high level of adaptability, combined with excellent teamwork. 
· High level of organizational skills. 
· Strong computer skills including familiarity with Microsoft Office suite, student databases. 
· Willingness and ability to be flexible with hours and location (ex., position may require some evening and weekend work and may require working in multiple and/or shared office spaces). 
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