Cisco College

JobDescription
Job Title: Counselo(Allied Health/TechnicalPrograms)
Reports to: Director of Academic Support

Classification: Faculty Schedule

Job Summary

Responsible for assisting students with enrollment process, providing program/course advisssistirg
with testingand placemenprovidingcareercounselingand providingimited personatounseling. Servicesre
extended to students eneddllocally or in distance learning opportunities through the college.

The Counselor will be expected to accomplish assigned duties in an efficient, effective and competent manner,
and to strive for improvement and excellence in all work performeditionally, CC employees are asked to
demonstrate a commitment to the comprehensive role of the community college as stated in the College
Mission,and tocooperateandwork harmoniouslywith Collegepersonnelndthe public. All CC employees are
expected to follow College policies, rules, regulations, and guidelines.

Primary Duties

1. Assistthe EnrolimentOffice in theadmissiorandmatriculationof prospectivestudents.

2. Providecounselingandadministrativeservicego PerkinslV Programandtechnicalprogram
students, including maintaining current degree and certificate plans on technical programs.

3. Adviseacademic/technicatudentaindprospectivestudentson courseselectiorandscheduling
with respect to their Texas Success Initiative status, their chegeaed field of study and/or
certificate plan. Keep current information on university programs and transfer requirements.

4. Provide support for health science programs and program directors including short program

presentations, application meetings, coniptetiegree plans, participating in the specialized

program application and interview processes, serve on advisory committees, assist in updating

program webpages, and reviewing course schedules.

EvaluateStudentTranscripts

Assiststudentsith the graduatiorapplicationprocesssubmitfinal degree/certificatplansand
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providing comparable knowledge and abilities will be considered.
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