Long-Term Substitute Access Advisor
(September 20 – October 29, 2010)
Access College Foundation

7300 Newport Avenue, Suite 500
Norfolk, VA 23505
(757) 962-6113
(757) 962-7314 fax

www.accesscollege.org
Overview

The Access College Foundation’s mission is to provide access to college for public high school students in South Hampton Roads: by inspiring the hope that a college education is attainable; by supporting them in achieving the requirements for college acceptance; by guiding them through the college application process; and by assisting them in gaining the funds to attend college.  In 2010-11, we will serve each of the 29 public high schools in South Hampton Roads.

This position reports to a Regional Coordinator.

Access Advisor
The Access College Foundation seeks an organized, reliable, team player with the ability to manage multiple tasks to fill a college access advisory role within the public school districts and the non-profit sector.  The successful candidate must be creative and detail-oriented with excellent written and oral communication skills, proficient with MS Office software, and experienced in database software.    
Qualifications and Requirements
The successful candidate must possess the following qualifications and skills:

· Bachelor’s degree.

· Experience in/familiarity with the college admissions and financial aid processes.
· Enthusiasm for helping public high school students and their families.
· Strong organizational skills.

· Experience working in an environment requiring significant collaboration with public school districts.

· Exceptional presentation skills (oral and written) and the interpersonal skills necessary to represent the Foundation to a broad range of constituents.

· Exceptional skill in using Microsoft Office and database software.
· Additionally, the successful candidate must be available to work full-time Monday through Friday with some evenings and weekends and be able to provide his or her own transportation to and from work locations and other program events.
Primary Duties and Responsibilities
· Communicate, carry out and meet Access goals for students, parents, and the community at large.

· Encourage ninth graders to join the Access program.
· Focus on the primary task of assisting Access students in all aspects of the college entrance process.

· Educate and assist students and their parents in applying for financial aid.

· Maintain accurate records for access students in database.

· Deliver professional presentations to parents, students, and the community.

· Other duties as assigned by the Program Director and Regional Coordinator(s).

Salary Range: $16.00 hourly wage. This is a temporary, full-time position beginning on September 20th and ending October 29th. No benefits are attached to this position.
Application Process

Send resume to Cheryl L. Jones, Program Director, at the above address or by email to cjones@accesscollege.org by August 25, 2010. Incomplete applications will not be accepted.
AA/EOE/Drug Free Workplace.
