
CLARK ATLANTA UNIVERSITY 
Job Description 

 
Position Title: Academic Advisor 
Department: Dept. of Mass Media Arts & Dept. of Theatre and Communication Arts 
Reports To: April D. Lundy & Eve Graves 
    

 
The following statements are intended to describe the general nature and level of work to be performed and are not 
intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified. All 
duties listed are essential functions for the position. It is understood that other related duties may be assigned. 
 
General Function (Description): 
Clark Atlanta University’s Departments of Mass Media Arts and Theatre and 
Communication Arts seeks an Academic Advisor to begin August 1, 2022. The 
successful candidate will be responsible for supplementing the role of primary faculty 
advisor and provides support for students to achieve their academic goals.   
 
 
 
 
Examples of Duties and Responsibilities: 
Candidates should have a strong commitment to student academic advisement as a key 
component of success. This position requires assisting students with class selection, 
transcript review, and registration, as well as assisting students with staying on track 
with their Degree plan and curriculum. The candidate must have a cursory 
understanding and knowledge of education and degree requirements, and also be 
proficient in navigating education software. Other duties and responsibilities include, 
processing student forms related to advisement, such as but not limited to: Transfer 
evaluations, graduation applications, web registration forms, course overrides, course 
overloads, transient forms, and course withdrawals. The ability to identify at-risk 
students and implement a plan of action is required, as well as maintaining an advisee 
assignment system, which includes distribution and tracking of advisee/advisor. This 
position will also require the successful candidate to teach a Freshman Seminar course 
for each of the two departments per semester. This course aligns with the duties and 
responsibilities of this position.  
 
Knowledge, education and/or skills in media arts a plus.  
 

 

 
Preferred Skills, Characteristics, Knowledge, and Qualifications: 

 
* Excellent organizational, coordination, and planning skills; 
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* Excellent communication skills; 
* At least 2 AY years of advising (preferred but not required); 
* At least a cursory understanding and knowledge of education and degree 
requirements; 
* Exceptional interpersonal skills, especially with students; 
* Willingness to learn and assimilate mass media curriculum and degree requirements 
for each concentration;  
* Excellent computer skills -  (preferred - proficient in navigating educational software) 
* Service-oriented attitude;  
*Disseminate information on institutional policies and procedures; 
*Maintain accurate records (including electronic) on interactions with students; 
*Refer students to appropriate specialized staff when appropriate - counseling, financial 
aide, student affairs, etc..; 
*Participate in the development, implementation, review, and revision of orientations 
and Majors Meetings; 
*Participate in the development of advising materials and presentations. 
*Teach Mass Media Arts and Theatre and Communication Studies Freshman Seminar 
courses 
 
Note: Position tasks are generally required to be performed in-person at Clark Atlanta 
University.  
 
 
 
 
 
 

 

 

 

 

 
 
 
Minimum Hiring Standards: 

Education 

A Bachelor’s Degree in Education or related discipline and 
two years of related experience OR an equivalent combination 
of education, training and experience.  
Master’s Degree in related discipline a plus.  

Years of Experience 
Two years of related experience OR an equivalent combination 
of education, training and experience. 

  
Clark Atlanta University is an Equal Opportunity/Affirmative Action Employer 
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