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Introduction

The Advising Training and Professional Development Office was created by the Provost’s Office following requests from the advising community for such a resource.  This document will attempt to identify the immediate goals and the measures of success for this new agency.

Job Description


See attached description of the duties and qualifications for Director of the Academic Advising Training and Professional Development Resources office (job code 091497).
Mission of Advising at ASU

The mission of academic advising at ASU is to further the teaching mission of the University by providing quality, accessible advising to all students.


Academic advisors help students successfully transition to the University and make progress towards their educational goals and graduation.


Advisors are part of the educational process providing academic information and guidance to help students understand curricula, policies, and procedures.


Academic advising is a collaborative teaching relationship among academic advisors, students, faculty, and the university community.


Working with advisors, students identify academic and career goals, create and implement plans, and assume responsibility for their education.

(Adopted spring 2006)
Mission of the Office of Advising Training and Professional Development is to:
· Promote professionalism in academic advising; 
· Assist academic advisors in developing critical skills and attributes; and, 
· Conduct research on advising issues to guide advising practices that will be based on evidence and current data.  (April 2006)
Definition of Advising Training and Scope of Practice

Training refers to gaining command of a set of information and does not refer to the specifics of an advisor’s degree or level of education.  It involves gaining the procedural, technical, and professional foundation needed to effectively assist students.


The Office of Advising Training and Professional Development will coordinate and facilitate training that readily improves the quality of advisor effectiveness, knowledge of University policies and procedures, use of technology tools, and promote professionalism among advisors.
(Modified from the UA Academic Advising Task Force Report, 2002)

The Office of Advising Training and Professional Development will not provide training on specific academic majors, as that remains the responsibility of the Colleges and units.  
Critical Attributes for Advisors (Habley, 1988)
· Concern for each advisee

· Availability and accessibility

· Taking the initiative for contact

· Listening skills

· Realism

· Referral to others

· Providing accurate information

· Keeping records

· Monitoring advisee’s progress toward educational goals

· Celebrating success

Goals for the Advising Training and Professional Development Office
(PATRnD <sounds like “patterned”> – Professional Advisor Training, Resources, and Development)

1.
Strive to follow the Critical Attributes for advisors (summer 06, ongoing)

2.
Establish advisory council (summer 06, ongoing)


a.
Establish meeting schedule



b.
Establish distribution list



c.
Establish roles, goals, processes

3.
Conduct needs assessment based upon identified issues (CAART proposal, Habley’s Critical Attributes for Advisors, meetings with advising units) (summer 06, ongoing)

a.
determine needs of undergraduate advisors


b.
determine needs of graduate advisors


c.
identify units that use faculty advisors



- determine their needs

d.
with assistance from Steering Committee, establish priorities for implementing changes.

4.
Establish relationships –
a. 
Develop trust and understanding among “constituencies” 
and “stakeholders” (summer 06, ongoing)
-  Facilitate information forums of and for advisors from campuses with complementary degree programs (i.e., Education, Communication, Psychology/Applied Psych, Justice Studies/Criminal Justice and Criminology, Nursing/Human Health Studies/Exercise & Wellness/Kinesiology, Social Work, Business/Global Management/Agribusiness, etc.) to ensure that advisors guide students to programs that meet the students’ needs and interests (regardless of campus location).
b.
Meet with University of Arizona peer to gain insight on similar position. (summer 06)
c.
Establish mentoring program to pair veteran advisors with new advisors. (fall 06, ongoing)
d.
Coordinate Graduate Internships “to grow our own” new advisors. (spring 07, ongoing)
- Identify core concepts, experiences, and expectations for graduate students and supervising units
e.
Promote increased participation in professional organizations. (summer 06, ongoing)



- Increase attendance at local, regional, and national events.



- Assist with preparation of presentations.
- Coordinate (with UA/NAU/and CCs) an Arizona reception at NACADA national and regional conferences.
- Share information on advisor participation in professional conferences (e.g., units sending participants, advisors presenting, roommate needs, etc.).
f.
Participate in University-wide committees and task forces as a voice for advisors and advising concerns: (summer 06, ongoing)

- Academic Advising Articulation Task Force




- Academic Affairs Advisory Council




- Academic Transfer Articulation Office Website Task Force
- Advising Administrators Board



- Career Development Day Planning Committee




- Career Services Advisory Committee



- Council of Academic Advisors at West Campus



- Council of Academic Advisors Steering Committee, Tempe



- Orientation Planning Committee




- Williams Campus Academic Advisors’ Council

5.
Standardize the basics of advisor training at ASU and orientation to the profession.  (fall 06, ongoing)
a.
Assist units in identifying resources for training and 
development
b.
Develop New Advisor Packets

c.
Serve as a consultant to units on training issues

d.
Help advisors understand the Mission of Advising and develop 
ways to incorporate it into their daily activities

6.
Develop guidelines to improve student access to the content of unit websites related to advising services. (summer 06)
7.
Develop training curriculum (inspired by V. Gordon’s work and the Master Advisor program at Southwest Missouri University) and a viable process of recognition – (begin summer 06, ongoing)
a.
Rookie Camps - one for experienced advisors who are new to ASU and one for people brand new to advising (0 – 3 months) - (launch fall 06)




Full day of activities
· Overview of advising theory, history, and profession, ABOR, APASC, and ATFs
· ASU: 

· Admissions
· Orientations

· Registration

· Resources

-   Ethical issues

-   Distance/E-Mail Advising

-   Transfer Issues

-   Technology

-   Legalities of Advising

-   Student Code of Conduct


- Plagiarism

-   Diversity

-   FERPA





Start portfolio





Certificate of Completion awarded


b.
Freshmen (new to advising, 0-12 mos.) (launch fall 06)




Full day + requirements at own pace

· Ethical Issues

-   Legalities of Advising

-   Transfer Issues

-   Student Code of Conduct


- Plagiarism

· FERPA

· General Studies
· Majors/Campuses
· Technology
· Career Services

· Study skills

· Probation/Disqualification/Ineligible

· Support programs/ Success programs

· Counseling/Mental Health





Community Service





Update portfolio





Participate in Reading List/Book Discussion Group





Participate in Freshman Support Group





Certificate of Promotion awarded


c.
Sophomores (1-3 yrs) (launch spring 07, ongoing)




Full day + requirements at own pace





-   Ethical Issues

-   Legalities of Advising

-   Transfer Issues

-   Student Code of Conduct


- Plagiarism





-   Majors/Campuses





-   Technology





-   Career Services
-   Advising “special” populations:  Veterans, Disabled, Athletes, Honors, Internationals, Re-entry, etc.





-   Multicultural resources





-   Study Abroad





-   Financial Assistance and Scholarships





-   Determining Catalog Year

Service to professional organization (academic discipline, Council of Academic Advisors, NACADA, NASPA, etc.)  as an active committee member, task force participant, or elected officer





Update portfolio





Community Service





Participate in Reading List/Book Discussion Group





Certificate of Promotion awarded


d.
Juniors (3-5 yrs) (launch spring 07, ongoing)




Full day + requirements at own pace





-    Ethical Issues

-   Legalities of Advising

-   Transfer Issues

-   Student Code of Conduct


- Plagiarism





-   Majors/Campuses





-   Technology

Presenter at professional conference (academic discipline, NACADA, NASPA, etc.)




Graduate coursework/continuing education





Rookie Camp Counselor





Reading List/Book Discussion Group Leader




Community Service





Update portfolio





Certificate of Promotion awarded 


e.
Seniors (5+ yrs) (launch summer 07, ongoing)




Full day + requirements at own pace




-   Ethical Issues

-   Legalities of Advising

-   Transfer Issues

-   Student Code of Conduct


- Plagiarism

-   Faculty Advisors





Majors/Campuses





Technology





Presenter at professional conference





Present topic of choice at Sophomore or 






Junior training day





Graduate coursework/continuing 







education





Update portfolio





Community Service





Certificate of Achievement and Pin awarded


f.
Master Advisors (launch summer 07, ongoing)




Serve as Mentor to newer advisors for two years 





or supervise Graduate Intern for two semesters




Present topics of choice at advisor training

Published in academic discipline, NACADA, NASPA, etc.  publication





National and state conference presentations;
Officer in CAA for more than one term; serve on state conference committee, or involvement at the national level in professional organization as elected or appointed officer

Graduate coursework/continuing education

Community Service

Display portfolio





Plaque, reception, cash prize awarded
g.
Other methods of recognition - letter to superiors; press releases to local paper and Insight; awards ceremony; drawings for prizes; Refresher Camp; Annual review of portfolio for continued recognition and year pin(s). (launch summer 06, ongoing)


h.
Advising Hall of Fame (fall 06, ongoing)




Name on perpetual plaque, portrait on display





Personal award





Ceremony/reception
i.
Advisor of the Year (Rookie, Freshman, Sophomore, 

Junior, Senior, Master) (fall 06, ongoing)

Name on perpetual plaque on display


Personal plaque


Ceremony/Reception

8.
Coordinate awards and recommendations from ASU for NACADA recognition (spring 07, ongoing)
9.
Recruit trainers/adjunct faculty from Senior and Master Advisors (spring 07, ongoing)
10.
Evolve from PATRnD into the Institute for Academic Advising at ASU –  (year 2, ongoing)
a.
Teach graduate level “Introduction to Academic Advising” 


course at ASU (using V. Gordon texts, Kansas State certificate 


model, NACADA resources)
b.
Research possible connection to KSU program for ASU tuition



benefits, application of KSU credits to ASU Higher Ed degree 


requirements, etc.

c.
Develop additional graduate level courses
d.
Host/facilitate an annual conference for advisors
e.
Consult with units
f.
Write for publications

g.
Secure grant funding for special projects

h.
Develop on-line options for advisor training

11.
Develop advising resource center – (summer 06, ongoing)

a.
Inventory current materials (journals, video tapes, 



DVDs, monographs, books, etc.)

b.
Develop process of loaning materials to advisors (new 



software has feature that can assist in this)




- develop processes for materials to be loaned to 



advisors at West, Polytechnic, and Downtown 




campuses

12.
Conduct research; publish the results (spring 07, ongoing)
13.
Improve access to information – (ongoing)

a.
Includes resource center (above)


b.
Update the ASU Advisor Handbook (summer 06)

c.
Re-establish the New Advisor Support Group (summer 06)
d.
Develop a book/article discussion group based on current


issues in higher education, advising, learning theory, 
leadership, etc. (spring 07)
e.
Develop a Training and Development website with a 



calendar of 
events (spring 07)
f.
Develop website for “Ask Dr. Deb.” – online Q & A on advising 
issues (spring 07)
g.
Write regular column on advising issues for the ASU Insight, State Press, college newsletters, other internal communication instruments, and/or other publications (summer 06, ongoing)


h.
Maintain accurate list of advisors at ASU (summer 06, ongoing)


i.
Serve as clearinghouse for advising opportunities (fall 06)
j. Serve as an advocate for advisors. 
· Research methods (literature review) used in evaluating advisor performance. (summer 07)
· Determine if a standard performance evaluation method is in place for academic advisors or develop a standard model for use university-wide. (summer 07)
· Conduct annual salary survey (as directed by the Advising Administrators Board) based on job titles to determine the range of pay for persons performing advising roles. (summer 06)
· Conduct annual job satisfaction survey to determine trends. (summer 07)
Timelines to meet goals – 

Start dates are indicated in small colored print next to each item.  Some items will be ongoing, others will be an annual task.
Evaluation and Measuring Success –


Evaluation methods will include (who, when, what, where, why, how):
· Count participants at various events and activities.

· Survey the participants in workshops, classes, and small group meetings to identify areas of improvement.  As software becomes available, on-line surveys will be developed.
· Monitor contact hours to determine level of interaction in meetings, classes, workshops, presentations, and mentoring.  Additionally, hours of planning, preparation, research, and evaluation will be tallied.

· Reports, based on findings of surveys and tallies, will be shared with stakeholders and constituencies for ongoing evaluation.
Year 2 and beyond:

· Begin evaluating rate of advisor turn-over and reasons for leaving or changing positions.
· Evaluate if there is a relationship between advisor training/professional development and the rate of turn-over.
· Evaluate quantity and quality of graduate internships in academic advising units.

· Based on data collected from annual salary and job satisfaction surveys and evaluation of turn-over data, produce annual report of the status of advisors at ASU.
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