
MARIAN UNIVERSITY 
POSITION TITLE: Academic Success Coordinator  
 
DEPARTMENT:  Upward Bound Math & Science (UBMS) 
 
REPORTS TO:  Program Director 
 
FLSA:   Exempt 
 

This position promotes and supports the learning experience of Marian University students by 
performing various educational and administrative tasks for the Upward Bound Math and Science 
(UBMS) program. It is primarily instrumental in the process of providing appropriate support and 
guidance to program participants in preparation for their enrollment in post-secondary education. This 
position is highly essential in addressing various needs of program participants in order to ensure their 
success at multiple levels.   
 
ESSENTIAL FUNCTIONS: 

1. Provide and arrange for support and guidance services to UBMS participants in a variety of ways, 
including, but not limited to: academic needs assessment, academic advisement, financial aid, 
scholarships, tutoring, orientation, career exploration, etc. 

2. Conduct periodic assessments of program participants’ needs and address them in accordance to 
program mission, goals, and objectives.  

3. Supervise program participants’ progress and regularly update student record data through the 
program’s chosen recordkeeping software.  

4. Conduct advising sessions with program participants regarding high school course work needed 
in order to meet program requirements and to pursue long-term career aspirations. 

5. Monitor program students’ academic progress and compliance with attendance, tutoring, and 
other UBMS requirements and activities. 

6. Communicate and meet periodically with students, parents, educational and community partners 
in order to provide with guidance as needed and to carry out program services. 

7. Work closely with high school administrators, school counselors. and the UBMS Project Director 
to monitor and evaluate the academic progress of all UBMS participants  

8. Maintain appropriate, accurate, secured records of all current and prior program participants in 
both digital and physical formats according to applicable federal and institutional standards.  

9. Coordinate the process of preparation and submission of the annual progress report and other 
reports as needed for program compliance. 

10. Provide assistance in the hiring process of instructional and support staff such as instructors for 
the summer program as well as student employees. 

11. Provide guidance to seniors throughout the multiple steps of college application, acceptance, and 
entry processes.  

12. Conduct Junior and Senior Seminars for program participants.  



13. Collaborate with other UBMS staff in the process of orientation and onboarding for newly 
selected program participants.   

14. Collaborate with other UBMS staff in the processes of planning, organizing, implementing, and 
conducting educational enrichment activities for program participants including, but not limited 
to: student meetings, workshops, guest speaker presentations, community involvement, service-
learning, cultural and recreational activities, college visits, career networking, and others.   

15. Review students’ monthly reflections, which involves among other steps: collecting, reading, 
providing feedback.   

16. Coordinate the process of disbursement of student stipends on a monthly basis. 

17. Assist UBMS staff, as needed, in the planning and organization of the program’s recruitment and 
other outreach efforts. 

18. Collaborate with other UBMS staff in developing, editing, and revising the department’s printed 
and digital materials.   

19. Supervise and assign tasks to the program’s student employees: Teaching Assistants, Tutors, 
Mentors, and Office Assistants.  

20. Perform other work-related duties as assigned. 

 

ESSENTIAL EXPECTATIONS: 

1. Serve as an advocate for program participants in accordance to their academic and social needs.  

2. Comply with federal and institutional standards regarding, assessment, research, recordkeeping, 
as well as communications with and reporting on minors.  

3. Stay informed on regulations and legislations relating to TRIO Program, in part by attending 
national and/or regional meetings and training sessions as supported by the grant guidelines.  

4. Ensure that program activities are implemented in ways that help meet established goals and 
objectives in compliance with the grant guidelines. 

5. Submit periodic time and efforts reports to the program director.   

6. Attend and submit report on designated, permissible, and job-relevant professional development 
opportunities at the local, regional, and national levels.  

7. Develop and maintain professional relationships and rapport with all program staff, participants, 
parents, institutional collaborators, and external partners.  

 

EDUCATION, EXPERIENCE, and SKILLS REQUIRED: 

1. A bachelor’s degree; with preference given to degrees in Education, Human Services, Social 
Sciences, Psychology, or related fields.  

2. A minimum of three years of experience with advising and/or teaching high school or college 
students, as well as planning and organizing a variety of educational support activities.  

3. Experience working with pre-college or college students who are potentially first-generation to 
college (parents/guardians have not complete a bachelor’s degree) and who come from 
low/limited-income families.  



4. Demonstrated high level of organizational, clerical, time management, and communication skills.   

5. Strong computer skills are required as demonstrated through prior experience with the utilization 
of various word processing, spreadsheet, database, presentation, publishing software, web editing, 
and social media management.  

6. Familiarity with student recordkeeping software such as BLUMEN, and Student Access is highly 
desired.  

7. Familiarity with programs serving educationally disadvantaged students. Demonstrated 
experience with, and commitment, to diverse populations. 

8. Willingness to support Marian University’s Mission and Core Values.  
 

To apply, please submit a cover letter, resume, and name, address and telephone number of three 
references to muapplicants@marianuniversity.edu. Please use ‘Academic Success Coordinator’ in 
the subject line of the email. 
 
Application Deadline: August 27, 2019 
 
EOE/Minorities/Females/Vet/Disabled 
Transforming lives through academic excellence, innovation and leadership. Marian University is a 
community committed to learning, dedicated to service and social justice, and joined together by spiritual 
traditions. 
 
Any offer of employment will be contingent upon the receipt of criminal background and reference check 
information; and the determination that the candidate remains eligible and suitable for employment. 
 

 

mailto:muapplicants@marianuniversity.edu

