JOB OVERVIEW
NAME:
TITLE:

Academic Counselor, Queen’s School of Business
Commerce Office

WHAT IS THE MAIN PURPOSE OF YOUR JOB?
Reporting to the Associate Director of the Commerce Program and working closely with the
Executive Director, the Academic Counselor will provide academic counseling to Commerce
students and complete the necessary administrative tasks and file maintenance relating to
academic counseling activities. The Academic Counselor will work closely with the Associate
Director of the Commerce Program to implement strategies for recruiting, advising, and
analyzing trends with students’ transition to university and progress in the Commerce Program.

DUTIES AND RESPONSIBILITIES
1. Counsel students in the Commerce Program regarding degree requirements, course
selection, progression procedures, etc.
2. Develop and implement pro-active advising strategies that facilitate outreach to all
Commerce students
3. Develop and maintain relationships with a variety of QSB and Queen’s University
stakeholder groups to ensure continuity of information and services
4. Responsible for initiatives used to market the Commerce Program, including overseeing
marketing literature, web sites, etc. in addition to developing, implementing and
maintaining a fully integrated social media initiative
5. Responsible for recruiting initiatives including liaising with applicants, and creating and
implementing recruitment programs and projects
6. Help coordinate the admission process for entry into the Commerce Program together
with Commerce Advising Team and the Office of the University Registrar
7. Develop academic counselling and orientation initiatives for first year students; engage in
academic counselling specifically focusing on first year students and their issues
8. Work on or assist with other projects affecting the Commerce Program at the discretion
of the Executive Director
9. Design and implement research to analyze trends with student transition to university and
with student progress in the Commerce Program
REQUIRED BACKGROUND






University degree
Five years of experience in an administrative/organizational environment, preferably in a
fast-paced, multi-stakeholder environment
Understanding of a university environment
Experience working with students from diverse backgrounds
While not mandatory, knowledge of the Commerce Program would be an asset

SPECIAL SKILLS














Excellent oral and written communication skills
A positive attitude and excellent interpersonal skills
Strong organizational skills
Researching skills
Strategic thinking ability
Project management ability and the capability of managing several projects
simultaneously
Team player, with a service-oriented attitude
Self-starter and ability to work independently
Ability to maintain strict confidentiality
Analytical and problem-solving skills
Ability to work under time constraints and meet deadlines; ability to maintain project
focus despite frequent interruptions
Counselling skills, such as empathy, tact, patience and ability to be an active listener
Willingness to allow job to evolve.

DECISION MAKING







Deciding at what point a crisis or policy matter should be referred to the Executive
Director, or to the QSB Counselor, or Student Health and Counselling Services
Creation of recruiting, marketing and social media initiatives for Commerce Program
Based on information and direction of the Commerce Office, interpret policy or analyze
procedures and recommend changes or amendments as required
Resolve administrative problems within guidelines and recommending changes to
guidelines
Prioritizing projects and academic counseling
Analyzing statistical results

SUPERVISORY RESPONSIBILITIES



Supervision of junior staff when working on recruiting, marketing, social media and
research projects
Responsibility for delegating work and ensuring that delegated work is satisfactory
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