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ANTELOPE VALLEY COLLEGE

Office of Human Resources & Employee Relations

ANNOUNCEMENT OF TEMPORARY, SHORT-TERM SUBSTITUTE ASSIGNMENT 
POSITION: 
Education Advisor






 SALARY:   $22.75/hr
Temporary, Short-Term, Substitute Assignment             

DEADLINE:   
Open until filled – Applications will be reviewed on an as-received basis
Work schedule may vary up to 40 hours a week.  Total hours may not exceed 800.  Total days may not exceed 100.  (Days are counted regardless of # of hours worked per day)



TEMPORARY SUBSTITUTE ASSIGNMENT

REPRESENTATIVE DUTIES: 
E = indicates essential duties of the position

· Assists students with the development of individual educational plans including and career goals general education, major, transfer and college requirements. (E)

· Verifies and approves course selections by students which are best suited to their

· college majors or transfer requirements in correlation with assessment scores or by prescription of the counselor. (E)

· Provides guidance information related to college rules and regulations, policies and procedures; assists students in the enrollment application process; provides preliminary transcript assessment. (E)

· Provides articulation information to students; provide information regarding state college and universities, university system campuses and private institutions. (E)

· Participates with initial intake of students; reviews verification; and discusses services available based upon particular disabilities.

· Conducts telephone follow-up calls for “at-risk” students. (E)

· Reviews and prepares files, transcripts, correspondence and reports.

· Sets up and maintains electronic database, files, and documentations. (E)

· Plans and implements a variety of workshops on topics associated with student success and career planning. (E)

· Collaborates with college support services including Counseling, Admission & Records, Financial Aid, Disabled Student Services, STAR, and EOP&S to maximize resources and services to students. (E)

· Conducts a variety of outreach activities including college tours; presents presentations regarding programs and services; develops community relationships; develops flyers, newsletters and brochures; and develops email messages.  (E)

· Coordinates program efforts and educational options with appropriate organizations, including ACS State and Local Solutions, the Department of Social Services, and Career Options. (E)

· Provides work direction to student workers.

· Provides test proctoring.

· Attends committee, staff, and counseling meetings and workshops. 

· Performs a variety of general clerical duties and responsibilities.

· Performs other related duties as may be assigned.
EDUCATION AND EXPERIENCE: (Transcripts required) Any combination equivalent to a Bachelor’s degree in counseling, psychology, business or a related field and two years of experience working with students in an academic environment.
APPLICATION PROCEDURE

To be considered an applicant for a temporary short-term non-continuing pool assignment at the Antelope Valley Community College District, all of the following documents must be submitted no later than 4:30 p.m. on the deadline date.
If any of the listed materials are missing or incomplete, the application will not be considered.

1. A completed and signed Antelope Valley College Temporary Short-Term Employment application.
2. Résumé.

3. Transcripts* of all college work from an accredited institution.  (Unofficial transcripts or photocopies will be accepted to establish the application file.)  Official transcripts will be required from the successful candidate at the time of hire. 

*Note: Any degree from a country other than the U.S., including Great Britain and Canada, must be evaluated by a professional evaluation service.
The application must be filled out completely and signed.  Do not indicate “See Résumé” on any part of the application.  Blank spaces, illegible entries or failure to sign the application may be cause for rejection.  The District will not return application materials submitted.



Application forms are available on the AVC web site www.avc.edu or from the Human Resources Office.  Submit application packet to:
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ANTELOPE VALLEY COLLEGE




Office of Human Resources
3041 West Avenue K

Lancaster CA  93536

(661) 722-6311
Faxed or emailed materials cannot be accepted.
Unsolicited materials will not be included. Postmarks will not be accepted.



Candidates selected for employment will be required to provide verification of work authorization pursuant to INS regulations.

Antelope Valley College prohibits discrimination and harassment based on race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, marital status, sex, age, or sexual orientation.
Upon request, we will consider reasonable accommodations to permit individuals with protected disabilities to (a) complete the employment or admission process, (b) perform essential job functions, (c) enjoy benefits and privileges of similarly-situated individuals without disabilities, and (d) participate in instruction, programs, services, activities, or events. 

AVC is an equal opportunity employer.

Annual Security Report is provided by Antelope Valley College for prospective students and employees.  A copy of this report is available at www.avc.edu/studentservices/security/crimestatsannual.pdf
Announcement posted 3/17/10
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